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Pursuant  to  section  302  (f)  (6)  of  the 
Fishery  Conservation  and  Management 
Act  of  1976  (Pub.  L.  94-265),  each  Re¬ 
gional  Fishery  Management  Council  is 
responsible  for  determining  its  organiza¬ 
tion  and  prescribing  its  practices  and 
procedures  for  carrying  out  its  functions 
under  the  Act  in  accordance  with  such 
uniform  standards  as  are  prescribed  by 
the  Secretary  of  Commerce.  Further, 
each  Council  must  publish  and  make 
available  to  the  public  a  statement  of 
its  organization,  practices,  and  proce¬ 
dures.  As  required  by  the  Act,  the  Ghdf 
of  Mexico  Fishery  Management  Coimcil 
has  prepared  and  is  hereby  publishing 
Its  Statement  of  Organization,  Practices, 
and  Procedures. 

Dated:  September  2, 1977. 

Joseph  W.  StAvnf, 

Acting  Associate  Director,  National 
Marine  Fisheries  Service. 

Organization,  Practicbs.  and  Procddttres  op 

THE  Gulf  of  Mexico  Fishery  Management 

Council 

( 1 )  Name  of  Council:  Gulf  of  Mexico  Fish¬ 
ery  Management  CkiuncU. 

(2)  Location  of  Offices:  Lincoln  Center, 
Suite  881,  5401  West  Kennedy  Boulevard, 
Tampa.  Pla.  33609. 

(3)  Legal  Authority:  Legal  authority  for 
the  OouncU  is  found  in  the  Fishery  Conser¬ 
vation  and  Management  Act  of  1976  (Pub.  L. 
94-265.  Sec.  302  (a)(5)  (16  U.S.C.  1853).  The 
geographical  area  of  authority  of  the  Coun¬ 
cil  includes  the  states  of  Texas.  Louisiana, 
Mississippi.  Alabama,  and  Florlds,  and  has 
authority  ovot  the  flshwies  in  the  fishery 
conservation  zone  of  the  Gulf  of  Mexico  sea¬ 
ward  of  such  states. 

(4)  Purposes:  (a)  The  Council  shall  pre¬ 
pare  and  submit  to  the  Secretary  oi  Com¬ 
merce  or  his  delegate  (the  “Secretary"  here¬ 
inafter)  a  fishery  management  plan  with 
respect  to  each  fishery  within  Its  geographi¬ 
cal  area  and,  from  time  to  time,  such  amend¬ 
ments  to  each  plan  as  are  necessary. 

(b)  The  Council  shall  prepftre  comments 
on  any  application  for  foreign  fishing  trans¬ 
mitted  to  It  under  a  governing  International 
fishery  agreement  by  the  Secretary  of  State 
or  his  delegate  under  the  terms  of  the  Act. 

(c)  The  Council  shaU  prepMe  comments 
on  any  llsh«7  management  plan  or  amend¬ 
ments  thereto  pr^ared  by  the  Secretary  or 
his  delegate  which  are  transmitted  to  it 
under  Section  304(c)  (2)  of  the  Act. 

(d)  The  Council  shall  conduct  public 
hearings  at  appropriate  times  and  In  appro¬ 
priate  locations  in  the  Council's  geographical 
area  so  as  to  allow  all  interested  persons  an 
opportunity  to  be  heard  In  the  development 
of  fishery  management  plans  and  amend¬ 
ments  thereto,  and  with  reflect  to  the  ad¬ 
ministration  and  implementation  of  the  pro¬ 
visions  of  the  Act. 

(e)  The  Council  shall  review  on  a  continu¬ 
ing  basis,  and  revise,  as  appropriate,  the  as¬ 
sessments  and  specifications  contained  In 
each  fishery  management  plan  for  each  fish¬ 
ery  within  its  geograi^lcal  area  with  regard 
to: 

1.  The  present  and  probable  future  condi¬ 
tion  of  the  fishery; 


2.  The  maximum  sustainable  yield  from 
the  fishery; 

3.  Ihe  optimum  yield  from  the  fishery; 

4.  The  capacity  and  the  extmit  to  which 
fishery  vessels  the  United  States  will  har¬ 
vest  the  optimum  yield  on  an  annual  basis; 

5.  The  portion  of  such  optimum  yield 
which,  on  an  annual  basis,  will  not  be  har¬ 
vested  by  fishing  vessels  of  the  United  States 
and  can  be  made  available  for  foreign  fishing. 

(f )  The  Council  shall  submit  to  the  Secre¬ 
tary  or  his  delegate:  (1)  a  report,  before  Feb¬ 
ruary  1  of  each  year,  on  the  Council’s  activi¬ 
ties  during  the  preceding  calendar  year,  (2) 
such  periodic  reports  as  the  Council  deems 
appropriate,  and  (3)  any  other  relevant  re¬ 
port  which  may  be  requested  by  the  Secre¬ 
tary  or  his  delegate. 

(gl  The  Council  may  prepare  any  pro¬ 
posed  regulations  which  it  deems  necessary 
to  carry  out  any  fishery  management  plan, 
or  any  amendment  to  a  fishery  management 
plan,  which  is  prepared  by  It.  Such  proposed 
reg^ulatlons  shall  be  submitted  to  the  ^cre- 
tary  or  his  delegate,  together  with  such  plan 
or  amendment,  for  action  by  the  Secretary 
or  his  delegate,  pursuant  to  Sections  304  and 
305  of  the  Act. 

(h)  The  Council  shall  determine  Its  orga¬ 
nization  and  prescribe  Its  practices  and  pro¬ 
cedures  for  carrying  out  Its  functions  In  ac¬ 
cordance  with  such  uniform  standards  as  the 
Secretary  or  his  delegate  may  prescribe,  and 
shall  publish  and  make  available  to  the  pub¬ 
lic  a  statement  of  its  organization,  practices, 
and  procedures. 

(i)  The  Council  shall  conduct  any  other 
activities  which  are  required  by,  (m*  provided 
for  in,  tlie  Act  or  which  are  necessary  and  ap¬ 
propriate  to  the  foregoing  functions. 

(5)  Council  Composition:  (a)  The  Gulf  of 
Mexico  Fishery  Management  Council  shall 
have  a  total  of  17  voting  members,  and  four 
non-voting  members,  appointed  pursuant  to 
provisions  of  the  Act. 

(b)  Eleven  of  the  voting  members  (at  least 
one  of  whom  shall  be  appointed  from  each 
State)  shall  be  appointed  by  the  Secretary  or 
his  delegate,  from  a  list  of  qualified  Individ¬ 
uals  submitted  by  the  Governor  of  each  ap¬ 
plicable  constituent  State. 

(c)  These  eleven  voting  members  shall  be 
appointed  for  a  term  of  three-years;  except 
that,  for  initial  appointments,  the  Secretaiy 
or  his  delegate  shall  designate  up  to  one- 
third  of  the  Initial  appointed  members  to 
serve  for  a  term  of  one-year,  up  to  one-third 
to  serve  for  a  term  of  two-yeftfs,  and  the  re¬ 
maining  such  members  to  serve  for  a  term  of 
three-years.  Appointments  thereafter  shall  be 
in  the  same  manner  as  the  original  appoint¬ 
ments.  Vacancy  appointments  shall  be  for 
the  remainder  of  the  unexplred  term  of  the 
vacancy. 

(d)  The  six  remaining  voting  Council 
members  shall  be: 

1.  The  principal  State  official  with  marine 
fishery  management  responsibility  and  ex¬ 
pertise  in  each  of  the  five  constituent  States, 
as  designated  by  the  Governors  of  the  States, 
so  long  as  the  official  continues  to  hold  such 
position,  or  the  designee  of  such  official;  and 

2.  Tlie  Regional  Director.  Southeast  Re¬ 
gion.  National  Marine  Fisheries  Service, 
NOAA,  for  the  Council’s  geographical  area, 
or  his  designee. 

(e)  'The  Chairman  shall  be  selected  from 
among  the  voting  members  by  majority  vote 
of  the  voting  members  present  and  voting. 

(f)  Nonvoting  members  shall  be; 

1.  The  regional  or  area  Director  of  the 
United  States  Fish  and  Wildlife  Service  for 
the  Council’s  geographical  area  or  his  des¬ 
ignee; 

2.  The  Commander  of  the  Eighth  Coast 
Guard  District  or  his  designee; 

3.  The  Executive  Director  of  the  Gulf 
States  Marine  Fisheries  Commission; 


4.  One  representative  of  the  Department 
of  State  designated  for  such  purpose  by  the 
Secretary  of  State,  or  his  designee. 

(6)  Officers  and  Terms  of  Office:  The  Coun¬ 
cil  elects  during  the  first  meeting  after  Sep¬ 
tember  each  year,  from  among  the  voting 
members,  a  chairman  and  a  vice  chairman 
who  serve  for  a  one  year  term  ending  on  Sep¬ 
tember  30.  until  sooner  replaced,  or  until 
their  successors  have  been  duly  elected. 
Either  the  chairman  or  vice  chairman  may 
succeed  themselves  at  the  will  of  the  Council. 

(7)  Staff:  (a)  The  Ckiuncll  will  determine 
needs  and  hire  staff  deemed  necessary  to 
carrying  out  the  decisions  and  desires  of 
the  Council.  The  Council  Executive  Director 
has  the  responsibility  to  prepare  lists  of  eli¬ 
gible  candidates,  as  appropriate,  for  each  po¬ 
sition  and  to  make  recommendations  accord¬ 
ingly  to  the  Council.  The  Council  may  au¬ 
thorize  the  Executive  Director  to  fill  existing 
staff  vacancies  and  to  hire  temporary  per¬ 
sonnel. 

(b)  Staff  Functions : 

1.  Staff  positions  and  functions  are  re¬ 
ported  In  Appendix  I.  Other  positions  may 
be  authorized  as  deemed  necessary  by  the 
Council.  Experts,  consultants  and  temporary 
personnel  may  be  employed  to  provide  addi¬ 
tional  Council  staff  support  as  required. 

2.  Temporary  transfer  of  government  em¬ 
ployees.  Authority  Is  provided  for  temporary 
transfer  of  State,  local,  and  Federal  govern¬ 
ment  employees  to  the  Council  staff.  The 
Council  may  authorize  requests  for  such 
personnel. 

(c)  Employment  practices: 

1.  Nondiscrimination.  All  activities  sup¬ 
ported  in  whole  or  in  part  by  Federal  funds 
shall  be  iterated  under  a  policy  of  equal  em¬ 
ployment  opportunity.  Council  staff  posi¬ 
tions  shall  be  filled  solely  on  the  basis  of 
merit,  fitness,  competence,  and  qualifica¬ 
tions.  Employment  actions  shall  be  free  from 
discrimination  based  on  race,  religion,  color, 
national  origin,  sex,  age,  or  physical  handi¬ 
cap. 

2.  Personnel  Actions.  Subject  to  these  prac¬ 
tices  and  procedures  and  according  to  per¬ 
sonnel  authority  provided  by  the  Secretary, 
the  Council  may  establish  positions,  recruit, 
hire,  compensate,  and  dismiss  personnel.  In¬ 
voluntary  separation  shall  be  for  cause  alone, 
with  reasonable  advance  notice  given  to  the 
employee. 

3.  Salary  and  Wage  Administrations.  In 
setting  rates  of  pay  for  Council  staff,  the 
principle  of  equal  pay  for  substantially  equal 
work  shall  be  followed.  Variations  in  basic 
rates  of  pay  shall  be  In  proportion  to  sub¬ 
stantial  differences  In  the  difficulty  and  re¬ 
sponsibilities  of  the  work  performed.  The 
duties  of  any  new  position  shall  be  contained 
in  a  brief  description  to  be  submitted  to  the 
National  Oceanic  and  Atmospheric  Admin¬ 
istration  Personnel  Office  servicing  the  Na¬ 
tional  Marine  Fisheries  Service  Regional  Of¬ 
fice  assigned  to  the  Council  prior  to  the 
submission  of  a  budget  in  which  the  salary  of 
that  position  is  requested.  Tlie  Council  will 
be  provided  a  salary  range  appropriate  to 
the  position.  The  Council  may  fill  the  posi¬ 
tion  at  any  salary  level  within  that  range, 
except  that,  unless  recruitment  of  excep¬ 
tionally  qualified  employees  is  hampered,  the 
policy  of  hiring  at  the  beginning  rate  shall 
be  recognized.  The  annual  pay  for  any  staff 
position  may  not  exceed  the  equivalent  of 
the  top  step  of  GS-15  of  the  Federal  General 
Schedule  at  any  time.  After  a  position  has 
been  filled,  the  employee  may  receive  salary 
Increases  by  annual  step  raises  comparable 
to  the  Federal^  pay  scale,  and  be  recognized 
for  superior  performance  within  the  specific 
salary  ranges  of  the  position.  Such  raises  and 
salaries  shall  be  subject  to  approval  by  the 
Council  upon  recommendation  of  the  Ex¬ 
ecutive  Director. 
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(d)  Duty  Time:  uaual  work  week  U 

flve,  eight-hour  days  or  40  hours.  This  applies 
to  all  full-time,  permanent  employee.  The 
hours  worked  by  Individual  employees  may 
vary  depending  on  the  needs  and  Interests 
of  the  office  and  the  Individual.  The  Fair 
Labor  Standards  Act  applies.  The  Council 
ottice  will  be  open  from  8  a.m.  to  6:30  p.m. 
on  official  work  days.  An  Individual  em¬ 
ployee’s  workday  may  vary  from  the  official 
office  hours,  but  must  be  predetermined  and 
approved  by  the  Individual’s  supervisor. 

(e)  Leave  Policy:  1.  Annual  Leave. 

a.  Council  full-time  employees  are  granted 
paid  leave  annually  In  accordance  with  the 
following  schedule  or  a  share  thereof  pro¬ 
rated  on  the  basis  of  days  employed  In  a 


given  calendar  year. 

WorKing 
days  o/ 
leave 

Years  of  service:  per  year 

Under  3 _ 13 

3  to  15 . 20 

16  and  over _  26 


(Years  of  service  refers  to  years  of  Coun¬ 
cil  service  except  that  up  to  4  years  of  UB. 
Federal  military,  state,  or  Federal  govern¬ 
ment  service  may  be  applied  to  years  of  serv¬ 
ice  In  computing  total  years  of  creditable 
service  for  leave  determination.) 

b.  New  employees  accrue  annual  leave  from 
the  beginning  of  the  first  full  pay  period  of 
the  employment  period,  but  normally  will 
not  be  granted  leave  until  the  completion  of 
six  months  of  service. 

c.  Earned  annual  leave  may  be  taken  in 
accordance  with  procedures  and  schedules 
approved  by  the  Executive  Director. 

d.  A  maximum  of  60  days  of  anntial  leave 
may  be  carried  over  Into  each  new  calendar 
year.  All  accumulated  annual  leave  In  excess 
of  60  days  will  bj  forfeited  cm  the  last  pay 
period  In  effect  at  the  end  of  each  calendar 
year. 

e.  Upon  termination  of  employment,  an 
employee  shall  be  compensated  for  unused 
annual  leave  at  the  hourly  wage  rate  In  effect 
at  the  time  of  termination. 

a.  Council  full-time  employees  will  be 
granted  13  days  of  paid  sick  leave,  or  a 
prorated  share  thereof,  annually.  Sick  leave  Is 
accumulative  throughout  the  Council  tenure 
of  the  employee. 

b.  Earned  sick  leave  may  be  used  for  Ill¬ 
nesses.  InJiuY,  temporary  disability,  other 
disabling  or  incapacitating  disability,  and 
for  medical  and  dental  appointments.  Sick 
leave  In  excess  of  three  consecutive  days  shall 
be  supported  by  documentation  of  a  medical 
doctor. 

3.  Compensatory  Leave  and  Overtime  Pay. 
Employees  subject  to  the  Fair  Labor  Stand¬ 
ards  Act  (FLSA)  shall  receive  overtime  as 
specified  therein.  Exempt  employees  under 
FIBA  may,  at  the  discretion  of  the  Execu¬ 
tive  Dlrect<«  of  the  Council,  be  granted  one 
hour  of  compensatory  leave  for  each  over¬ 
time  hour  worked. 

All  overtime  work  must  be  authorized  In 
advance  by  the  employee’s  supervisor. 

Travel  time  Is  not  considered  as  overtime 
for  pay  or  compensatory  leave  If  It  occurs 
during  the  normal  work  week  (Monday 
through  Friday). 

Compensatory  time  must  be  used  within 
a  30  day  period  or  be  forfeited. 

4.  The  Council  recognizes  Jury  duty  and 
military  duty  for  training  and  shall  com¬ 
pensate  employees  on  a  full  wag©  rate  basis 
for  days  abeeut  from  work  In  performance  of 
such  duty.  Compensation  for  military  leave 
for  training  shall  not  exceed  10  working 
days  annually.  Personnel  on  extended  active 
duty  In  the  armed  forces  shall  be  placed  on 
leave  without  pay  from  the  Council  staff. 

5.  Holidays.  ’The  Council  recognizes  the 
following  days  as  holidays  and  employees  are 
granted  the  day  off  with  pay  when  the  holi¬ 


day  falls  on  a  work  day.  If  a  holiday  falls 
on  either  Saturday  or  Sunday,  tbe  respective 
Friday  or  Monday  Is  recognized  as  a  holiday. 
New  Year's  Day,  January  1. 

Washington’s  Birthday,  Third  Monday  in 
February. 

Memorial  Day,  Last  Monday  In  May. 
Independence  Day,  July  4. 

Labor  Daj^,  First  Monday  In  September. 
Columbus  Day,  Second  Monday  In  October. 
Veterans’  Day,  Fourth  Monday  In  October. 
Thanksgiving  Day,  Fourth  Thursday  In  No¬ 
vember. 

Christmas  Day,  December  25. 

(f)  Administrative  Leave:  Tbe  Executive 
Director  shall  have  authority  to  grant  ad¬ 
ministrative  leave  in  the  event  of  emergency 
conditions  affecting  the  office  or  well  being 
of  the  staff. 

(g)  Employee  Benefits:  The  Council  pro¬ 
vides  medical  Insurance,  life  Insurance,  and 
retirement  programs  for  full-time  permanent 
employees.  The  Council  pays  the  full  costs 
of  these  programs  within  the  budget  limita¬ 
tions  authorized  by  the  Council.  However,  the 
retirement  program  which  Is  provided  by  the 
Council  may  be  supplement^  by  the  em¬ 
ployee.  Details  of  each  of  these  benefit  pro¬ 
grams  are  available  In  tbe  Council’s  offices. 

(h)  Standards  of  Conduct:  The  Council 
Is  responsible  for  maintaining  high  standards 
of  ethical  conduct  among  themselves  and 
their  staff.  Such  standards  Include  the  fol¬ 
lowing  principles: 

1.  No  enrployee  of  the  Council  shall  use  his 
or  her  official  authority  or  Influence  derived 
from  his  or  her  position  with  the  Council 
for  the  purpose  of  Interfering  with  or  affect¬ 
ing  the  result  of  an  election  to  or  a  nomina¬ 
tion  i<x  any  national.  State,  county  or  muni¬ 
cipal  elective  office. 

2.  No  employee  of  tbe  Council  shall  be  de¬ 
prived  of  employment,  position,  work,  com¬ 
pensation.  or  benefit  provided  for  or  made 
possible  by  the  Act  on  account  of  any  poli¬ 
tical  activity  or  lack  of  such  activity  In  sup¬ 
port  of  or  In  opposition  to  any  candidate  or 
any  political  party  in  any  national.  State, 
county,  or  municipal  election  or  on  account 
of  his  or  her  political  affiliation. 

3.  No  Council  member  or  employee  shall 
pay,  or  offer,  or  promise,  or  solicit,  or  re¬ 
ceive  from  any  person,  firm,  or  corporation, 
either  as  a  political  contribution  or  a  per¬ 
sonal  emoliunent  any  money,  or  anything  of 
value  in  consideration  of  either  support,  or 
the  use  of  Influence,  or  the  promise  of  sup¬ 
port,  or  Influence  in  obtaining  for  any  person, 
any  appointive  office,  place  or  employment 
under  the  Council. 

4.  No  employee  of  the  Council  shall  have 
a  direct  or  Indirect  financial  interest  that 
conflicts  with  the  fair  and  Impartial  conduct 
of  his  or  her  Council  duties. 

5.  No  Council  member  or  employee  of  tbe 
Council  shall  use  or  allow  the  use,  for  other 
than  official  purposes,  of  information  ob¬ 
tained  through  or  in  connection  wKh  his  or 
her  Council  employment  which  has  not  been 
made  available  to  the  general  public. 

6.  No  Council  member  cm*  employee  of  the 
(founcil  shall  engage  in  criminal,  infamous, 
dishonest,  notoriously  immoral  or  disgraceful 
conduct  prejudicial  to  the  Council. 

7.  No  Council  member  or  employee  of  the 
Council  shall  use  Council  prop^y  for  other 
than  official  business.  Such  property  shall  be 
protected  and  preserved  from  Improper  or 
deleterious  cgieration  or  use. 

(1)  Personnel  Files:  A  file  for  each  Council 
member  and  employee  containing  appoint¬ 
ment  papers,  security  rep<wts,  biographical 
data  and  other  official  papers  will  be  main¬ 
tained  In  the  Council’s  crffice  under  security 
and  safeguard  conditions  required  of  files 
subject  to  Uie  Privacy  Act.  Each  member  or 
employee  may  have  access  to  his/her  Indi¬ 
vidual  file;  but  files  are  otherwise  available 


leol.'i 

to  others  only  pursuant  to  the  Privacy  Act 
and  Freedom  of  Information  Act  In  consulta¬ 
tion  with  NOAA  legal  counsel. 

(J)  Security  Investigations:  It  Is  necessary 
for  some  Council  members.  Scientific  and 
Statistical  Committee,  Advisory  Panel  and 
Council  staff  to  have  access  to  classified  In¬ 
formation.  Therefore,  these  Individuals  are 
provided  security  clearance  as  Is  necessary 
to  the  conduct  of  Council  activities  and  in 
accordance  with  Federal  standards.  Security 
clearances  are  Issued  by  the  Office  of  Investi¬ 
gation  and  Security  of  the  Department  of 
Commerce. 

(8)  Council  Standing  Committees:  (a) 
General. — Tbe  following  listed  committees, 
and  other  committees  which  the  Council  may 
appoint,  are  considered  the  standing  com¬ 
mittees  of  the  Council: 

ADMlIflSTRATIVZ  COMMITTKES 

Budget  Committee. 

Personnel  Committee. 

Advisory  Panel  Selection  Committee. 

Scientific  and  Statistical  Eksieening  Commit¬ 
tee. 

MANAGEMEIVT  COlfMITTEES 

ADVI80BT  coickirrm 

Scientific  and  Statistical  Committee. 

(b)  Committee  Composition. — Copies  of 
the  Charters  and  lists  of  committee  members 
are  available  In  the  Council  office. 

(c)  Conunlttee  Functions. — Budget  Com- 
nUttee:  The  Budget  Committee,  with  the  as¬ 
sistance  of  the  Executive  Director  and  Ad¬ 
ministrative  Officer,  develops  budget  and 
fiscal  policy,  prepares  the  Council  budget, 
monitors  budget  and  fiscal  activities  and  as 
appropriate,  makes  recommendations  to  the 
Council. 

Personnel  Committee:  The  Personnel  Com¬ 
mittee,  with  the  assistance  of  the  Executive 
Director,  develc^s  personnel  policy,  reviews 
and  determines  staffing  requirements,  re¬ 
views  eligible  candidates  for  vacant  staff  po¬ 
sitions  and  makes  recommendations  to  the 
Council  regarding  personnel  biting,  reten¬ 
tion,  separation,  pay,  benefits  and  other  ap- 
prc^rlate  personnel  matters. 

Advisory  Panel  Selection  Committee:  The 
Advisory  Panel  Selection  Committee  deter¬ 
mines  the  organizational  structure,  member¬ 
ship  composition,  functions,  duties  and  re¬ 
sponsibilities  of  advisory  panels. 

Scientific  and  Statistical  Screening  Com¬ 
mittee:  The  Scientific  and  Statistical  Screen¬ 
ing  Committee  Identifies,  screens  and  recom¬ 
mends  to  the  Council  prospective  individuals 
to  serve  as  members  of  the  Scientific  and 
Statistical  Committee. 

Fishery  Management  Committees:  Each 
Fishery  Management  Conunlttee  provides 
liaison  between  tbe  respective  fishery  ad- 
viaory  panel  and  the  Council;  assists  panels 
In  assigned  tasks;  monitors  work  of  each 
panel  and  mcmitors  wwk  of  the  contractors 
in  the  development  and  drafting  of  fishery 
management  plans. 

The  Scientific  and  Statistical  Committee: 
Provides  e:q>ert  scientific  and  technical  ad¬ 
vice  to  the  Council  on  fishery  management 
policies,  fishery  management  plans,  and  tbe 
effectiveness  of  fishery  manstgement  plans. 
The  Committee  aids  the  Council  In  Identify¬ 
ing  scientific  resources  available  for  tbe  de¬ 
velopment  of  plans.  In  establishing  goals  and 
objectives,  establishing  criteria  useful  in 
evaluating  the  effectiveness  of  plans  and  In 
plans  review. 

(9)  CouNcil  Meetings:  (a)  General. — The 
Council  will  meet  at  the  call  of  tbe  Chair¬ 
man  or  upon  request  of  a  majority  of  Its 
voting  members.  Meetings  will  ordinarily  be 
held  In  plenary  sessions,  but  may  be  in  sub¬ 
groups  or  In  Individual  sessions.  Advisory 
Panels  and  Council  standing  committees  will 
meet  with  the  approval  of  the  Chairman  or 
his  designee. 
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(b>  Meeting  notices. — A  notice  containing 
tlte  time,  location  and  purpose  of  each  meet¬ 
ing  will  be  published  In  the  Pedkeai.  Rsgistkb 
in  accordance  with  Federal  regulations. 

<c)  Frequency  and  Duration. — The  Coun¬ 
cil  will  meet  in  plenary  session  at  least  once 
each  quarter.  Ordinarily  a  meeting  will  be 
held  each  month.  The  duration  of  each  meet¬ 
ing  will  vary  according  to  need. 

(d)  Location. — Council  meetings  will  ordi¬ 
narily  be  held  within  the  five  state  geograph¬ 
ical  area.  However,  when  In  the  best  Interests 
of  the  work  of  the  Council,  meetings  may  be 
held  outside  of  the  five  state  area.  Public 
access  will  be  given  primary  consideration  In 
meeting  plans  . 

(e)  Agendas. — A  suggested  agenda  will  be 
prepared  for  each  Council  meeting  by  the 
Executive  Director  with  the  approval  of  the 
Chairman.  Agenda  Items  may  be  recom¬ 
mended  .to  the  Executive  Director  by  other 
Council  members  and  by  staff  members. 

(f)  Rules  of  Procedure.— 1.  Meetings  will 
be  conducted  In  a  manner  to  permit  the 
greatest  possible  participation  by  all  Council 
members  and  the  public.  Decisions  by  con¬ 
sensus  are  permltt^  except  where  the  issue 
is  Council  approval  of: 

(1)  A  Fishery  Management  Plan,  (2)  an 
amendment  to  a  Fishery  Management  Plan, 
(3)  a  proposed  regulation.  (4)  comments  for 
the  Secretary  on  foreign  Qshlng  applications 
or  (5)  on  Secretarial  prepared  management 
plans. 

2.  Meetings  will  be  conducted  in  accord¬ 
ance  with  Roberts  Rules  of  Order  Newly  Re¬ 
vised  xmless  otherwise  specified  In  the.se 
Standard  Operating  Procedures. 

3.  The  presiding  officer  at  any  meeting  or 
hearing  will  be  the  Council  Chairman,  Vice 
Chairman,  or  in  their  absence,  the  Council 
Chairman  or  Vice  Chairman’s  designee  from 
among  the  Council  voting  members. 

(g)  Meeting  Minutes. — Detailed  minutes 
will  be  kept  of  each  meeting  and  made  avail¬ 
able  to  the  public  upon  request,  except  for 
minutes  of  closed  sessions. 

(10)  Hearings:  (a)  Public  hearings  will  be 
held  by  the  Council  so  as  to  provide  maxi¬ 
mum  participation  by  the  public  In  the  de¬ 
velopment  of  Fishery  Management  Plans, 
amendments  thereto  and  other  aspects  of 
administering  the  Act.  All  such  hearings 
will  be  held  In  the  geographical  area  of  oon- 
oern.  Interested  parties  may  appear  In  person 
and  present  their  views  or  submit  them  In 
written  form  to  the  Council  Chairman. 

(b)  Hearing  notices  will  be  prepared  'and 
Issued  In  the  same  manner  as  meeting  no¬ 
tices  (9)  (b)  above.  In  addition,  local  media 
will  be  used  to  publicize  meetings  so  as  to 
maximize  public  awareness. 

(c)  When  it  is  determined  by  the  Council 
that  a  hearing  Is  appropriate,  the  Chairman 
of  the  Council  will  designate  at  least  one  vot¬ 
ing  member  of  the  Council  to  officiate.  The 
designated  official  In  charge  will  provide  for 
maximum  participation  and  expression  of 
viewpoints  by  all  those  present.  All  meet¬ 
ings  will  be  conducted  in  an  mderly,  business 
manner. 

(d)  Records  of  the  participants  and  their 
views,  whether  In  person  or  written,  will  be 
nuMle  available  to  the  Council  and  retained  as 
official  Council  records. 

(11)  Advisory  panels:  (a)  The  Council  has 
established  an  Advisory  Panel,  and  will  form 
such  sub-advisory  panels  as  It  deems  neces¬ 
sary  or  appropriate  to  assist  In  carrying  out 
assigned  functions  under  thel  aw.  An  advisory 
sub-panel  shall  nmmally  be  established  for 
each  fishery  management  unit  identified  by 
the  Council, 


(b)  Tlie  panel  and  sub-panels  shall  gen¬ 
erally  be  composed  of  members  who  are  resi¬ 
dents  of  the  five-state  geographical  area. 
£>ach  sub-panel  shall  be  selected  so  as  to  pro¬ 
vide  for  geographical,  commercial,  recrea¬ 
tional  marketing  or  other  Interests  In  ac¬ 
cordance  with  functions  and  purposes  of  the 
panel. 

(c)  A  chairman  and  vice  chairman  shall 
be  designated  by  the  Council  tor  each  sub¬ 
panel.  The  chairman  or  vice  chairman  shall 
preside  at  each  sub-panel  meeting.  The 
Council  may  designate  one  or  mme  voting 
members  to  meet  with  each  sub-panel. 

(12)  Fishery  Management  Plan  Organiza¬ 
tion  and  Development  Procedure:  (a)  The 
Council  Initiates  a  request  for  management 
plan  through  the  Executive  Director.  The 
Council  staff  prepares  detailed  dociunenta- 
tlou  on  the  Information  requirements  of  a 
management  plan  for  each  management  unit 
and  sets  of  optional,  tentative  goals  and  ob¬ 
jectives  which  are  submitted  to  the  Scientific 
and  Statistical  Comlttee  and  Advisory  Panel 
for  review  and  comment  to  the  Cotmcll.  The 
Scientific  and  Statistical  Committee  com¬ 
ments  to  the  Council  on  the  data  require¬ 
ments  and  makes  recommendations  on  the 
agencies,  institutions  or  other  entitles  which 
have  the  expertise  to  develop  the  draft  man¬ 
agement  plan.  The  Council  reviews,  revises 
and  adopts  a  set  of  goals  and  objectives  and 
selects  the  group  who  will  develop  the  draft. 

(b)  The  Council  staff  negotiates  a  con¬ 
tractual  agreement  with  the  group  (a)  se¬ 
lected  to  prepare  the  draft  plan,  subject  to 
approval  of  the  Cotmcll.  In  some  fisheries, 
the  Council  staff  may  be  utilized  to  prepare 
a  draft  plan.  The  contractor  or  staff  develops 
a  draft  management  plan  according  to  the 
requirements  of  Pub.  L.  94-265,  accompany¬ 
ing  regulations  and  the  goals  and  objectives 
as  approved  by  the  Council.  The  contractor 
may  schedule  reviews  of  the  completed  drafts 
for  one  or  more  tasks  by  the  Scientific  and 
Statistical  Committee  and  Advisory  Panel  In 
accordance  with  contractual  provisions.  De¬ 
velopment  of  a  set  of  proposed  management 
regulations  with  optional  alternatives  may  be 
requested  by  the  Council  as  appropriate. 

(c)  The  contractor,  staff  or  group(s)  com¬ 
pletes  the  plan  draft  using  the  format  re¬ 
quired  by  the  regulations  and  that  for  en¬ 
vironmental  Impact  statements,  and  for¬ 
wards  the  document  to  the  Council  through 
the  Executive  Director.  The  Executive  Di¬ 
rector  distributes  copies  to  the  Council  Man¬ 
agement  Committee  for  each  fishery  plan, 
the  Council  technical  staff,  and  the  state 
liaison  officers  with  the  request  for  a  crlttocU 
review  of  the  docunvent.  Copies  are  distrib¬ 
uted  to  Council  members. 

(d)  The  reviewers  are  allowed  three  to 
four  weeks  for  critical  review  of  the  docu¬ 
ment.  The  state  liaison  offleow  provide  par¬ 
ticular  review  emphasis  on  management  iq>- 
pllcablllty  and  omission  ot  available  tech¬ 
nical  data  as  well  as  a  general  critical  re¬ 
view.  Staff  reviews  applicability  to  require¬ 
ments  of  Pub.  L.  94-266  and  the  interim  reg¬ 
ulations  as  well  as  a  general  critical  review 
of  scientific  content. 

(e)  Review  comments  are  returned  to 
Council  staff  who  summarize  them  by  refer¬ 
ence  page  number  and  by  source.  Important 
omissions  and  possible  errors  noted  are  for¬ 
warded  to  the  contractor  (if  any)  fcH*  ctMn- 
ment  and  clarification.  The  plan  may  be  re¬ 
vised  to  Include  this  omitted  information 
and  the  correction  of  errors  by  Council  staff. 
Summarized  comments  and  copies  of  the 
plan  are  forwarded  to  Scientific  and  Statis¬ 
tical  Conunittee  members  three  weeks  prior 


to  their  scheduled  meeting.  The  summarized 
comments  are  Intended  as  a  time-saving  de¬ 
vice  to  aid  Scientific  and  Statistical  Com¬ 
mittee  members  In  their  own  review. 

(f)  Scientific  and  Statistical  Committee 
reviews  draft  plan  and  provides  comment  to 
Council.  Representatives  from  the  appro¬ 
priate  Advisory  Panel  may  be  Invited  to  par¬ 
ticipate  In  the  meeting  as  requested  by  the 
staff,  the  Council,  or  the  Scientific  and  Sta¬ 
tistical  Committee. 

(g)  The  Ck>uncll  staff  In  cooperation  with 
contractor,  if  any,  the  Scientific  and  Statis¬ 
tical  Committee  members  and  possibly  spe¬ 
cific  consultants  revise  the  plan  considering 
Scientific  and  Statistical  committee’s  com¬ 
ments.  The  revised  document  now  contains 
the  best  available  scientific  knowledge  and 
Is  transmitted  to  members  of  the  respective 
advisory  panel  at  least  three  weeks  prior  to 
their  scheduled  meeting  along  with  sum¬ 
marized  lists  of  comments  and  changes. 
Council  Management  Committee  reviews 
document  changes. 

(h)  Advisory  Panel  reviews  document,  as 
amended,  and  provides  conunents.  Represen¬ 
tatives  from  the  Scientific  and  Statistical 
Committee  may  also  be  invited  to  partici¬ 
pate  in  the  meeting  as  requested  by  the 
staff,  the  Council  or  the  Advisory  Panel. 
Council  Management  Committee  participates 
In  discussion. 

(1)  Council  staff  prepares  document  for 
Council  review  and  provides  sets  of  alterna¬ 
tive  regulations,  summarizes  all  comments 
and  areas  of  disagreement  on  scientific  or 
operational  aspects  and  adds  draft  EIS,  If 
necessary. 

(j)  Chairman  of  the  Scientific  and  Statisti¬ 
cal  Committee  and  the  Advisory  Panel  advise 
Cotmcll  on  their  review  of  document  con¬ 
tent.  Council  reviews  and  adopts  a  revised 
document  and  ad<^ts  proposed  regulations. 
If  appropriate.  Council  staff  revises  the 
amended  document  according  to  the  direc¬ 
tives  of  the  Council  for  public  hearings. 
Amwoprlate  distribution  of  the  revised  docu¬ 
ment  will  be  made  for  the  public  hearings. 

(k)  Public  bearings  may  be  held  at  appro¬ 
priate  locations  and  times  at  the  discretion 
of  the  Council.  Management  Committee 
members  or  other  Council  membera  desig¬ 
nated  by  the  Council  Chairman  chair  these 
public  bearings. 

(l)  Council  staff  forwards  a  summary  of 
the  public  hearing  results  to  Scientific  and 
Statistical  Committee  and  Advisory  Panels 
and  the  Council  three  weeks  prior  to  sched¬ 
uled  meetings.  Copies  are  also  provided  to 
Management  Committee  members. 

(m)  The  Scientific  and  Statistical  Com¬ 
mittee  and  the  Advisory  Panel  meet  jointly. 
In  whole  or  In  part,  as  directed  by  the  Coun¬ 
cil  Chairman  to  review  public  comments 
and  recommend  changes  In  plan  or  regula¬ 
tions. 

Note. — If  the  public  hearing  comments  are 
such  that  a  review  and  the  development  of 
recommendations  by  either  or  both  of  the 
Scl«ttlfic  and  Statistical  Committee  and  the 
Advisory  Panel  are  not  necessary,  then  the 
Council  Chairman  may  direct  that  some  or 
all  members  of  these  bodies  meet  with  the 
Council  and  ^Iminate  procedure  8,ep  “m"  in 
the  attached  flow  chart. 

(n)  The  Council  reviews  the  public  com¬ 
ments  and  recotnmendaitlons  by  the  Advisory 
Panel  and  Sdentlfio  and  Statistical  Com¬ 
mittee  and  instructs  staff  In  revision  of  the 
plan.  The  approved  revised  plan  Is  trans¬ 
mitted  to  the  Secretary  by  the  staff  on  In¬ 
struction  by  the  Council  along  with  proposed 
regulations.  If  any. 
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FISHERY  MANAGEMENT  PLAN  ORGANIZATION  AND  DEVELOPMENT  DIAGRAM 


ESTIMATHED 
ELAPSED. 
TIME  FRAME 


l-i%  nonths 


2>12  months 


2~3  days 


1-4  weeks 


1-4  weeks 


3  weeks  plus 
2-3  day  meeting 


1-3  weeks 


3  weeks  plus 
2-3  day  meeting 


1-3  weeks 
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1  .Council 

1  of  Plan  &  Propo 

J 

Review 

sed  Regulations 

Council  Staff 

Incorporates  Changes 

h - ! _ _ _ ^ 

1  ^  Public  Hearings  ^ 

Council  Staff  Sunmarlzea ^ 
Hearing  Results  for  Review 


Scientific  &  Statistical 
&  Advisory  Panel  Jointly 
Incorporates  Changes 


Council  Review  & 
Approval  of  Flan 
&  Regulation 

n 

i: _ 

Secretary  Reviews 
and  Approves 

O 

3  weeks  plus 
2-3  day  meeting 
1-2  weeks 


7  weeks 


2-3  weeks 


2  weeks  plus 
2-3  day  meeting 


2  weeks  plus 
2-3  day  meeting 


1-3  weeks 


Fishebt  Management  Plan  Organisation 

AND  Development  Procedure  (Provided 

Secretary  Disapproves  Plan  ) 

(a)  Because  of  the  statutory  time  con¬ 
straints  of  45  days  for  Council  revision  of 
a  plan  which  the  Secretary  disapproves,  the 
Secretary  should  immediately  notify  Coun¬ 
cil  staff  so  that  they  can  advertise  meeting 
dates  and  agenda  in  the  Federal  Register. 

(b)  Council  staff  checks  with  Council 
Chairman  and  Chairman  of  the  Scientific 
and  Statistical  Cotnmlttee  and  the  Advisory 
Panel  and  seta  meeting  dates  and  agenda 
which  is  transmitted  to  the  Federal  Regis¬ 
ter  for  publication. 

(c)  Council  staff  distributes  copies  of  the 
Secretary’s  comments  to  all  Council  mem¬ 


bers  and  members  of  the  Scientific  and  Sta¬ 
tistical  Committee  and  Advisory  Panel  dur¬ 
ing  the  advertisement  period  for  their  re¬ 
view. 

(d)  The  Scientific  and  Statistical  Com¬ 
mittee  and  the  Advisory  Panel  meet  to  re¬ 
view  the  Secretary’s  comments  and  recom¬ 
mend  changes  to  the  Council.  Council  Man¬ 
agement  Committee  participates  In  the  dis¬ 
cussion. 

Note. — If  the  Secretary’s  comments  are 
such  that  a  review  by  either  or  both  the 
jSclentiflc  and  Statistical  Committee  and 
the  Advisory  Panel  are  not  necessary,  then 
the  Council  Chairman  may  direct  that  all 
or  some  members  of  these  bodies  meet  with 
the  Council  and  eliminate  procedure  steps 
“c”,  "d”  and  ”e”  in  the  attached  flow  chart. 


(e)  Council  staff  summarizes  the  changes 
recommended  by  the  Scientific  and  Statis¬ 
tical  Committee  and  the  Advisory  Panel  for 
presentation  to  Council. 

(f)  ’The  Council  meets  and  reviews  the 
Secretary’s  comments  and  the  recommen¬ 
dations  of  the  Scientific  and  Statistical 
Committee  and  the  Advisory  Panel  and  re¬ 
vises  the  plan. 

(g)  The  Council  staff  revises  the  manage¬ 
ment  plan  document  according  to  the  di¬ 
rectives  of  the  Council  and  submits  to  the 
Secretary. 

(h)  The  Secretary  approves  the  modified 
plan  or  disapproves  it.  If  disapproved,  the 
procedure  steps  return  to  item  ”a”  In  the 
attached  flow  chart  and  the  process  is  re¬ 
peated. 
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DIAGRAM  OF  PROCEDURE  PROVIDED  SECRETARY  DISAPPROVES  FLAX 


SECRETARY 

DISAPPROVES 

PLAM 


_ ± _ 

ntlEDIATELT  HOTIF1B8 
COUNCIL  STAFF 
OF  INTENT 


COUNCIL  STAFF 
-IMMEDIATELY 
ADVERTISES  COUNCIL'S 
SCIENTIFIC  &  STATISTICAL' 
t  ADVISORY  PANEL  MEETING 


_  _ ^ - - — M 

(X)UNCIL  STAFF  ® 

DISTRIBUTES  SECRETARY'S 
COMMENTS  TO  COUNCIL 

8&S  AMD  ADVISORY  PANEL 

\ 

SECRETARY'S  CCMIENTS  ^ 
RECEIVED  BY  SCIENTIFIC 

A  STATISTICAL  COMMITTEE 
t  ADVISORY  PANEL 

STAFF  INCORPORATES  * 
CHANGES  A  SUBMITS 

TO 

COUNCIL 

T 


f 

COUNCIL  REVIEWS, 

.  ADOPTS  CHANGES 
AND  SUBMITS 
TO  SECRETARY 

- 1 - 

I 

k 


STAFF  REVISES 
PLAN  FOR  SUBMITTAL 
TO  SECRETARY 

8 

> 

f 

SECRETARY 

h 

APPROVES 

ESTIMATED 
ELAPSED  TIME 
PRAIB  ‘ 


4BISt 

a-S  BAY  UERXRQ 


5-10  DAYS 


(13)  Financial  Management.  Budget,  Pro¬ 
curement  and  Property  Management  Pro¬ 
cedures:  (a)  Budget  and  Financial  Manage 
ment  System:  The  Budget  and  Financial 
Management  System  of  tbe  Qulf  of  Mexico 
Fishery  Management  Council  provides  pro¬ 
cedures  for  and  controls  over  the  elements 
of:  budget  formulation  and  execution,  fis¬ 
cal  management,  procurement  and  property 
management.  The  management  of  this  sys¬ 
tem  Is  the  responalbUlty  of  the  Administra¬ 
tive  Officer.  The  following  describe  the 
existing  Budget  and  Financial  Management 
System. 

1.  Budget  Formulation  and  Execution: 

a.  Budget  data  shall  be  accumulated  at 
various  levels  according  to  the  breakdown 
In  the  chart  of  aooounts,  as  well  as  by  vari¬ 
ous  accounting  periods,  to  provide  current 
and  projected  fund  usage  guidelines  as 
needed. 

b.  Procedures  will  be  implemented  to 
make  compartsons  of  actual  obligations 
with  budgeted  amounts. 

e.  Whenever  appropriate  or  required,  bud¬ 
geted  fiscal  Information  will  be  related  to 
performance  and  unit  cost  data. 

d.  Budgets  and  work  plans  will  be  pre¬ 
pared  In  response  to  the  budget  call,  about 
Movemher-December  each  year  or  as  re¬ 
quired  during  the  year.  Justifications  will 
be  prepared  to  support  any  requests  for  in¬ 
creased  funds  made  at  this  time. 

6.  Amendments  to  budgetary  proposals 
will  be  made  when  necessary. 

3.  Fiscal  Management:  The  financial  man¬ 
agement  system  win  be  maintained  to  con¬ 
form  with  requirements  of  the  Department 
of  Commerce  pursuant  to  the  Fishery  Con¬ 
servation  and  Management  Act  of  1976 
(Pub.  L.  94-36S),  OMB  Circular  A-110, 
Treastiry  Department  (IKS)  regulations, 
and  applicable  local  requirements  (State, 
municipal,  et  cetera).  The  Council  fiscal 
year  shaU  be  the  same  as  that  of  the  Fed¬ 
eral  Government. 

a.  A  bcmk  with  Federal  Deposit  Insurance 
Corporation  (FDIC)  Insurance  coverage  will 
be  used  as  the  depository  for  all  Council 
funds  advanced  tmder  grants  and  other 
agreements.  Cash  controls  will  be  main¬ 
tained  over  funds  whether  received  by  grant 
allowance  checks,  drawdowns  against  letters 
of  credit,  or  as  contributions  for  special 
projects. 

b.  Adherence  will  be  made,  as  a  mini¬ 
mum,  to  the  principles  in  the  accounting 
system  accepted  by  the  Gulf  of  Mexico  Fish¬ 
ery  Management  Council. 

c.  Fiscal  controls  will  be  accomplished 
through  a  source  document-supported  cash 
accounting  system  capable  of  providing 
modified  accrtied  expenditures  as  needed. 

d.  Records  maintained  will  provide  ac¬ 
curate,  current  and  complete  disclosure  of 
awards,  authorizations.  Income,  obligations, 
unobligated  balances,  outlays  and  assets.  Ef¬ 
fective  oontol  will  be  maintained  over  all 
funds,  property  and  other  assets  to  assure 
their  use  solely  for  authorized  purposes. 

e.  An  accurate  dbeckbook  and  files  of 
source  documents  will  be  maintained  to 
provide  a  necessary  audit  trail. 

f.  All  checks  Issued  will  bear  two  author¬ 
izing  signatures,  these  being  the  signatures 
of  the  Executive  Director,  and  Administra¬ 
tive  Officer  or  Technical  Support  Specialist. 

g.  Financial  records,  supporting  docu¬ 
ments,  statistical  records  and  all  other  rec¬ 
ords  pertinent  to  an  agreement  shall  be  re¬ 
tained  for  a  period  of  three  years  and  or 
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until  they  are  either  audited  or  approved 
for  dtspo^  under  the  auth<M'ltlec  of  the 
Oeneral  Accounting  OfBce.  General  Serv¬ 
ices  Administration  or  the  Department  of 
Commerce. 

h.  A  sequential  numbering  system  will  be 
used  for  the  tssuanoe  of  purchase  orders. 
These  documents  will  be  maintained  In  a 
suspense  hie  until  service  or  merchandise  is 
received  and  payment  is  made.  Upon  full 
liquidation  of  the  obligation,  purchase  or¬ 
ders  will  be  transferred  to  a  completed  doc¬ 
uments  hie.  Approval  of  purchase  orders  will 
be  made  by  the  Executive  Director  with 
delegated  autliorlty  for  approval  to  the  Ad¬ 
ministrative  Officer. 

I.  Travel  authorizations  will  *>e  Issued  prior 
to  the  performance  of  travel.  These  will  be 
numbered  sequentially  and  maintained  in  a 
hie  pending  payment  of  the  travel  vouchers. 
Travel  authorizations  will  be  approved  by 
the  Executive  Director  with  delegated  au¬ 
thority  for  approval  to  the  Administrative 
Officer.  All  travel  as  far  as  practicable,  will 
be  performed  In  accordance  with  govern¬ 
ment  travel  regulations. 

J.  Completed  travel  vouchers  will  be  au¬ 
dited  for  conformance  to  current  policies 
and  compliance  with  existing  travel  allow¬ 
ances.  Vouchers  will  be  certlhed  for  pay¬ 
ment  by  the  Administrative  Officer  or  the 
Executive  Director. 

k.  Financial  statements  and  reports  shall 
be  prepared  as  requested  by  the  Council 
with  at  least  one  report  submitted  monthly, 
stating  Income  and  expenses  and  disclosing 
the  cash  balance.  Other  reports  will  be 
prepared  as  necessary  to  meet  the  require¬ 
ments  of  other  entitles. 

l.  Payroll  procedures  will  be  established  to 
assure  prompt  Issuance  of  salary  checks  and 
to  provide  accurate  and  timely  payroll  In¬ 
formation  to  employees  and  to  Federal,  State 
and  local  governments,  as  required.  This  will 
be  accomplished  by  Implementing  the  fol¬ 
lowing: 

Records  of  payroll  compensation  will  be 
maintained  in  two  categories:  Council  Mem¬ 
bers  and  Administrative  Staff. 

Pay  records  will  indicate  the  number  of 
hours  worked,  total  earnings,  deductions 
and  net  pay.  Pay  periods  will  be  biweekly 
and  pay  records  will  be  summarized  each 
pay  period. 

Compensation  checks  will  be  issued  from 
the  Gulf  of  Mexico  Fishery  Management 
Council  Office.  They  will  be  issued  prompt¬ 
ly  to  the  members  of  the  Administrative 
Staff  at  the  close  of  each  pay  period,  and 
promptly  to  Council  members  as  valid  sal¬ 
ary-related  data  are  received.  A  breakdown 
will  be  supplied  with  each  salary  check 
showing  the  hoiu-s  and  value  of  regular  pay 
and  premium  pay  earned,  amounts  for  each 
of  the  deductions  from  groes  pay,  and  the 
net  pay.  This  Information  will  be  in  a  dis¬ 
play  of  both  biweekly  and  cumulative 
amounts. 

m.  Cash  receipts  and  cash  disbursements 
will  be  documented  and  kept  current  In  a 
Cash  Receipts  and  Disbursements  Journal. 
Detailed  transactions  of  income  and  ex¬ 
pense  and  payroll  surma arles  will  be  posted 
to  these  records.  A  running  balance  in  the 
cash  account  will  be  maintained  simultane¬ 
ously. 

When  advaitces  are  made  by  a  letter-of- 
credit  method,  the  level  of  the  cash  on  hand 
will  be  monitored  to  make  drawdowns  as 
close  as  possible  to  the  time  of  making  dis¬ 
bursements. 

Detailed  entries  in  the  Journals  will  be 
summarized  monthly  by  accounts  as  appear¬ 
ing  in  the  Council's  chart  of  accounts.  This 
summary  will  provide  the  basic  data  for 
Internal  and  external  financial  reporting. 

An  imprest  fund  will  be  maintained  for 
small  over-the-counter  purchases  up  to 
$25.00. 


Cash,  currency,  checks  on  hand,  check¬ 
books.  and  other  equally  significant  fiscal 
records  and  materials  will  be  retained  In  a 
combination-lock  type  safe  or  security  cabi¬ 
net. 

(b)  Procurement:  1.  Definitions. — a.  Bttsi- 
ncss  means  any  corporation,  partnership, 
Joint  stock  company.  Joint  venture,  or  any 
legal  entity  through  which  goods  or  services 
are  provided. 

b.  Change  Order  means  a  written  order 
signed  by  the  Executive  Director  directing 
the  contractor  to  make  changes  which  the 
Changes  clause  of  the  contract  authorizes 
the  Executive  Director  to  order  without  the 
consent  of  the  contractor. 

c.  Construction  means  the  erection,  altera¬ 
tion.  or  repair  of  a  building,  structure,  or 
other  Improvement  to  real  property. 

d.  Contract  means  all  types  of  agreements 
and  orders  for  the  procurement,  or  disposal, 
or  supplies,  services,  construction,  or  any 
other  item.  It  includes  awards  and  notices 
of  award;  contracts  of  a  fixed  price,  cost, 
cost-plus-a-fixed  fee,  or  incentive  types;  let¬ 
ter  contracts,  and  purchase  orders.  It  also 
includes  supplemental  agreements  with  re¬ 
spect  to  any  of  the  foregoing. 

e.  Conspicuously  means  written  in  such 
special  or  distinctive  format,  print,  or  man¬ 
ner  that  a  reasonable  person  against  whom 
it  is  to  operate  ought  to  have  noticed  it. 

f.  Confidential  Information  means  any 
which  is  available  to  an  employee  only  be¬ 
cause  of  his  status  as  an  employee  and  is 
not  a  matter  of  public  knowledge  or  avail¬ 
able  to  the  public  on  request. 

g.  Contract  Modification  means  any  writ¬ 
ten  alteration  on  the  specification,  delivery 
point,  rate  of  delivery,  contract  period,  price, 
quantity,  or  other  contract  provisions  of  any 
existing  contract. 

h.  Contractor  shall  mean  any  person  hav¬ 
ing  a  contract  with  the  Council. 

1  Debarment  means  the  disqualification  of 
a  person  to  receive  Invitations  to  bid  or  re¬ 
quests  for  proposals,  or  the  award  of  a  con¬ 
tract  by  the  Council  for  a  specified  period  of 
time. 

J.  Employee  Includes  any  Individual  other 
than  council  members  drawing  a  salary  from 
the  Council  and  any  nonsalaried  or  govern¬ 
mental  employee  performing  services  for  the 
Council. 

k.  Financial  interest  shall  mean: 
Ownership  of  any  Interest  or  Involvement 

In  any  relationship  from  or  as  a  result  of 
which  the  owner  has,  within  the  past  three 
years,  received  or  is  presently  or  In  the  future 
entitled  to  receive  more  than  $500.00  per 
year,  or 

Ownership  of  more  than  a  1  percent  In¬ 
terest  in  any  business,  or  holding  a  position 
in  a  business  such  as  an  officer,  dlreetor, 
trustee,  partner,  employee  or  the  like  or 
holding  any  position  of  management. 

l.  Gratuity  means  a  payment,  loan,  sub¬ 
scription,  advance,  deposit  of  money,  serv¬ 
ices,  offer  of  employment,  or  anything  of 
more  than  nominal  value,  present  or  prom¬ 
ised.  unless  consideration  of  substantially 
equal  or  greater  value  Is  received. 

m.  Immediate  Family  means  a  spouse, 
children,  grandchildren,  parents,  and  broth¬ 
ers.  sisters,  and  in-laws. 

n.  Person  means  any  business,  individual, 
union,  committee,  club  or  other  organization 
or  group  of  people. 

o.  Procurement  includes  purchasing,  rent¬ 
ing,  leasing,  or  otherwise  obtaining  supplies 
or  services.  It  also  includes  all  functions  that 
pertain  to  the  obtaining  of  such  supplies, 
services,  and  items.  Including  description  of 
requirements,  selection  and  solicitation  of 
sources,  preparation  and  award  of  contract, 
and  all  phases  of  contract  administration. 


p.  Purchase  Request  means  a  document 
requesting  that  a  contract  be  obtained  for 
a  described  item. 

q.  Subcontractor  means  any  business  which 
holds  an  agreement  or  purchase  order  to  per¬ 
form  any  part  of  the  work  or  to  make  or 
furnish  any  article  or  service  required  for 
the  performance  of  a  Council-funded  con¬ 
tract,  or  subcontract  thereunder. 

r.  Suspen.fion  means  the  disqualification 
of  any  person  to  receive  invitations  for  bid 
or  requests  for  proposals,  or  to  be  awarded 
a  contract  by  the  Council  for  a  temporary 
period  pending  the  completion  of  an  Inves¬ 
tigation.  and  any  legal  proceedings  that  may 
ensue. 

8.  Supplies  includes  all  property  except 
land  or  interest  in  land. 

2.  (Competition.  All  purchases  and  con¬ 
tracts  except  purchases  from  federal  sources 
shall  be  made  on  a  competitive  basis  to  the 
maximum  practicable  extent.  Purchases  from 
nonfederal  sources  shall  be  made  by  formal 
advertising  or  by  negotiation. 

3.  Purchasing  Procedures.  The  following 
procedures  shall  be  used  by  the  Council  for 
all  procurements: 

a.  Procurements  of  $2,500  or  more  the  Ad¬ 
ministrative  Officer  shall  solicit  a  sufficient 
number  of  prospective  bidders  so  as  to  elicit 
adequate  competitive  bids,  open  them  simul¬ 
taneously,  and  recommend  award  to  the  Ex¬ 
ecutive  Director  of  the  responsible  bidder 
whose  bid  Is  most  advantageous  to  the  Coun¬ 
cil,  price  and  other  factors  considered. 

b.  Procurements  ranging  in  value  of  less 
than  $2,500  but  of  $500  or  more,  the  Execu¬ 
tive  Director  or  his  designee  shall  obtain 
quotations  from  at  least  two  vendors  and 
select  the  vendor  whose  quotation  is  most 
advantageous  to  the  Council,  price  and  other 
factors  considered. 

c.  Procurements  of  less  than  $500  in  value 
may  be  made  directly  by  the  Executive  Di¬ 
rector  or  his  designee  without  quotations  or 

Mds. 

d.  A  record  of  all  formal  and  Informal  quo¬ 
tations  on  bids  shall  be  maintained  by  the 
Executive  Director. 

4.  Sources  of  Supply.  Irrespective  of 
whether  the  procurement  of  supplies  or  serv¬ 
ices  from  nonfederal  sources  Is  to  be  effected 
by  formal  advertising  or  negotiation,  com¬ 
petitive  proposals  (“bids"  In  the  case  of 
procurement  by  formal  advertising,  "propos¬ 
als”  in  the  case  of  procurement  by  nego¬ 
tiation)  shall  be  solicited  from  all  such 
qualified  sources  as  are  deemed  necessary 
by  the  Executive  Director  or  his  designee  to 
assure  such  full  and  free  competition  as  is 
consistent  with  procurement  of  types  of  sup¬ 
plies  and  services  necessary  to  meet  the  re¬ 
quirements  of  the  Council. 

5.  Procurement  from  Government  Sources. 
Prior  to  the  award  of  any  contract  for  the 
purchase  of  supplies,  federal  sources  which 
are  available  to  the  Council  shall  be  con- 

'  sldered  and  when  such  sources  are  most 
advantageous  to  the  Council's  needs,  price 
and  other  factors  considered,  the  procure¬ 
ment  shall  be  made  from  federal  supply 
sources.  Competitive  bids  or  letters  are  not 
required  when  the  procurement  ILst  estab¬ 
lished  by  the  Federal  source  is  based  upon  a 
competitive  bid  procedure. 

6.  Determination  of  Need.  When  consider¬ 
ing  the  necessity  for  a  procurement  (either 
goods  or  services),  the  Executive  Director  or 
his  designee  shall : 

a.  Validate  the  requirement  with  respect 
to  need  and  extent. 

b.  Ensure  that  the  procurement  Is  not 
duplicating  work  already  undertaken  by  an¬ 
other  Council  or  governmental  agency. 

e.  Be  certain  that  the  task  cannot  be  ac¬ 
complished  by  Council  personnel. 

7.  Lease  v.  Purchase.  Leasing  will  be  used 
where  It  is  in  the  Council's  Interest.  The 


FEDEAAL  REGISTEt,  VOl.  42,  NO.  177— 1UESOAY,  SEPTEMfiER  13,  1977 


NOTICES 


46021 


criteria  to  be  considered  In  deciding  to  leeae 
rather  than  purchase  Include  the  following: 

a.  The  Council. requirement  le  of  a  Aort 
duration,  and  purchase  would  be  mote  costly 
than  leasing. 

b.  The  probabUlty  that  the  equipment  will 
become  obsolete  and  that  replacement  within 
a  short  period  will  be  necessary;  and 

c.  The  equipment  Is  special  or  technical, 
and  the  lessor  will  provide  the  equipment,  as 
well  as  maintenance  and  repair  services,  at 
a  lower  cost  than  would  otherwise  be  avail¬ 
able  to  the  Council. 

Lease  versus  purchase  decisions  are  based 
on  an  economic  analysis  and  the  Council’s 
flies  are  documented  to  support  the  flnal 
decision. 

8.  Specifications.  The  word  ’’speclflcatlon” 
means  a  clear  and  accurate  description  of 
the  technical  requirements  for  material, 
product,  or  service.  Including  the  procedure 
by  which  It  will  be  determined  that  the 
requirements  have  been  met.  ^>eclflcatlons 
for  Items  or  materials  contain  also  preser¬ 
vation.  packing,  and  marking  requirements. 

a.  Use  of  Federal  ^>eclflcatlons.  In  all  pur¬ 
chases  of  property  by  the  Council,  specifica¬ 
tions  promulgated  by  the  Oeneral  Services 
Administration  or  the  United  States  Depart¬ 
ment  of  Commerce  shall  be  used  unless  the 
Executive  Director  or  hie  designee  deter¬ 
mines  Uiat  such  specifications  are  Inappro¬ 
priate  for  CoimcU  purposes. 

b.  Use  of  Council  Specifications.  In  the 
purchase  of  services  such  as  consultants  or 
technical  advice  the  Council  shall  devise 
specifications.  Such  specifications  may  be 
prepared  by  Council  staff,  advisory  panels, 
committees,  or  other  sources  select^  by  the 
Council. 

9.  Atcard.  Unless  all  bids  are  rejected, 
award  may  be  made  by  the  Executive  Direc¬ 
tor  or  his  designee  by  written  notice,  within 
the  time  for  acceptance  specified  In  the  bid, 
to  that  responslMe  bidder  whose  bid,  con¬ 
forming  to  the  Invitation  for  bids,  will  be 
most  advantageous  to  the  Council,  price  and 
other  factors  consid«red.  Award  shall  be 
made  by  mailing  or  otherwise  furnishing  to 
the  successful  bidder  a  properly  executed 
award  document  or  notice  of  award.  All  pro¬ 
visions  of  the  Invitations  for  bids.  Includ¬ 
ing  any  acceptable  changes  or  additions 
made  by  the  bidder  In  the  bid,  shall  be 
clearly  and  accurately  set  forth  in  the  award 
document. 

10.  Non-Competitive  Practices.  Non-oom- 
petttlve  practices  such  as  possible  anti-trust 
violations  and  Identical  bids  shall  be  re¬ 
ported  by  the  Executive  Director  or  his  des¬ 
ignee  according  to  the  procedures  set  out  In 
Title  41  Code  of  Federal  Regulations,  Fed¬ 
eral  Procurement  Regulations;  Subpart  1-1.0 
and  1-1.16. 

11.  Use  of  Formal  Advertising.  Contract 
for  property  and  services  are  made  by  formal 
advertising  in  all  cases  In  which  the  use 
of  such  method  Is  feasible  and  practicable 
under  the  existing  conditions  and  circum¬ 
stances.  Formal  advertising  Is  not  required 
when  government  sources  of  supply  are  used, 
provided  the  procurement  list  established  by 
the  government  source  is  based  upon  a  cmn- 
petltlve  bid  procedure. 

12.  Formal  Advertising  Defined.  Formal 
advertising  means  ]M*ocurement  by  competi¬ 
tive  bids  and  award.  It  Involves  the  follow¬ 
ing  basic  steps: 

a.  Preparation  of  the  Invitation  for  Bids. 
Preparation  of  the  Invitation  for  Mds.  de¬ 
scribing  the  requirements  of  the  Coxmcll 
clearly,  accurately,  and  completely,  but 
avoiding  unnecessarily  restrictive  specifica¬ 
tions  or  requirements  which  might  unduly 
limit  the  number  of  bidders.  The  term  "In¬ 
vitation  for  bids"  means  the  complete  as¬ 
sembly  of  related  documents  furnished  pros¬ 
pective  bidders  for  the  purpose  of  bidding. 


b.  PubttciMing  the  Invitation  for  Bids.  In 
procurement  activities  using  formal  adver¬ 
tising  the  Executve  Director  or  hts  designee 
will  select  a  means  which  will  make  Infor¬ 
mation  available  to  potential  suppliers.  Such 
means  may  Ixuslude  but  Is  not  limited  to  pub¬ 
lication  In  local  trade  newspapers  and  jour¬ 
nals  and  publications  In  the  "Dally  Journal 
of  Commerce."  When  notice  Is  given  by  pub¬ 
lication,  the  Executive  Director  or  his  des¬ 
ignee  will  publish  the  notice  at  least  30  days 
before  the  Issuance  of  the  Invitation  for  bids 
or  requests  for  proposals. 

13.  Bid  Processing,  a.  Receipt  and  Opening 
of  Bids. 

Receipt.  All  bids  received  prior  to  the  time 
set  for  opening  shall  be  kept  unopened  In  a 
locked  receptacle.  If  a  bid  Is  opened  by  mis¬ 
take,  the  person  who  opens  the  bid  will  Im¬ 
mediately  sign  the  envelope  and  deliver  it 
to  the  Administrative  Officer.  The  Adminis¬ 
trative  Officer  shall  Immediately  write  on  the 
envelope  an  explanation  of  the  opening,  the 
date  and  time  opened,  and  sign  the  state¬ 
ment.  No  Information  shall  be  disclosed  prior 
to  the  public  bid  opening. 

Opening.  The  Administrative  Officer  shall 
decide  when  the  set  time  for  bid  opening  has 
arrived  and  shall  so  declare  to  those  present. 
All  bids  received  prior  to  the  time  set  for 
opening  shall  then  be  publicly  opened,  re¬ 
corded  and  when  practicable,  read  aloud  to 
the  persona  present.  Bids  may  be  examined 
by  Interested  persons,  but  original  bids  may 
not  be  allowed  to  pass  out  of  the  hands  of 
Council  employees. 

Awarding  the  Contract.  After  bids  are  pub¬ 
licly  opened,  they  shall  be  tabulated  and 
evaluated  by  the  Executive  Officer’s  designee 
and  a  recommendation  shall  be  made  to  the 
Executive  Director  for  award.  Award  shall  be 
made  to  that  responsible  bidder  whose  bid 
conforms  to  the  Invitation  for  bids  and  will 
be  most  advantageous  to  the  Council,  price 
and  other  factors  considered. 

b.  Late  Bids.  Modification  of  Bids,  or  With¬ 
drawal  of  Bids. — Any  bid  received  at  the  place 
designated  In  the  solicitation  after  the  exact 
time  specified  for  receipt  arlll  not  be  consid¬ 
ered  tmless  It  Is  received  before  award  Is 
made  and  either: 

It  was  sent  by  registered  or  certified  mall 
not  later  than  the  fifth  calendar  day  prior  to 
the  date  specified  for  the  receipt  ot  bids  or 
It  was  sent  by  mall  or  telegram  (If  author¬ 
ized)  and  It  Is  determined  by  the  Executive 
Director  or  bis  designee  that  the  late  receipt 
was  due  solely  to  mishandling  by  the  Council 
staff. 

c.  Mistakes  in  Bids. — Mistakes  In  bids  shall 
be  handled  according  to  the  provisions  of 
Title  41,  Code  of  Federal  Regulatl<ms;  Fed¬ 
eral  Procurement  Regulations;  part  1-2  8  1- 
2.406. 

d.  Refection  of  Bids. — ^Blds  may  be  rejected 
by  the  Executive  Director  or  his  designee  as 
follows: 

Nonconforming  Bids.  Any  bid  which  falls 
to  conform  to  the  essential  requirements  of, 
the  Invitation  tor  bids  shall  be  rejected  as 
non-responslve. 

Debarred  or  Ineligible  Bidders.  Bids  re¬ 
ceived  from  any  person  or  concern  debarred 
or  Ineligible  shall  be  rejected. 

Refection  of  All  Bids.  ’The  Executive  Direc¬ 
tor  or  his  designee  may  reject  any  and  all 
bids.  Each  bidder  shall  be  notified  and  the 
reason  for  rejection  shall  be  stated. 

e.  Content  of  Invitation  for  Bids. — ^For  sup¬ 
ply  and  service  contracts,  invitations  for 
bids  shall  contain  the  following  Information 
if  applicable  to  the  procurement  Involved; 

Name  and  address  of  Council. 

Date  of  Issuance. 

Date,  hour,  and  place  of  opening. 

Number  of  pages. 

A  description  of  supplies  or  services  to  be 
furnished  In  sufficient  detail  to  permit  full 
and  free  competition. 


’The  time  of  delivery  or  performance. 

A  statement  In  the  Invitation  that  "Bids 
must  set  forth  fxUl,  accurate,  and  complete 
Information  as  required  by  this  Invitation 
for  Bids  (Including  attachments)." 

Bid  guarantee,  performance  and  payment 
bond  requirements.  If  any. 

A  requirement  that  all  bids  must  allow  a 
period  for  acceptance  by  the  Executive  Di¬ 
rector  or  his  designee  of  not  less  than  a  mini¬ 
mum  period  stipulated  In  the  Invitation  for 
bids  and  that  bids  offering  less  than  the  min¬ 
imum  stipulated  acceptance  period  will  be 
rejected. 

In  the  cases  where  bidders  are  required  to 
have  special  technical  qualifications  due  to 
the  complexity  of  the  equipment  or  service 
being  procured,  a  statement  of  such  qualifi¬ 
cation. 

Directions  for  obtaining  copies  of  any 
documents,  such  as  plans,  drawings,  and 
specifications  which  have  been  Incorpo¬ 
rated  by  reference. 

A  statement  of  Council  Policy  regarding 
late  bids,  modification  of  bids,  and  with¬ 
drawal  of  bids. 

f.  Basis  of  Selection. — Records  of  formal 
advertised  procurements  will  reflect  the  fol¬ 
lowing  as  a  basis  ot  selection;  Adequacy  of 
Competition;  Responsiveness  of  Bidder;  Re¬ 
sponsibility  of  Bidder. 

g.  Adequacy  of  Competition. — ^Two  or  more 
capable  sources  must  be  available  to  assure 
full  and  free  competition.  Two  sources  are 
not  adequate  when  there  are  more  sources 
fully  qualified  to  compete  In  the  area. 

14.  Price  Analysis.  When  bids  are  received, 
the  Executive  DlrectOT’s  designee  will  con¬ 
duct  price  analyses  to  determine  the  reason¬ 
ableness  of  the  bid  price.  ’The  price  analysis 
consists  of  an  examination  and  evaluation 
of  the  prospective  price  without  evaluating 
the  separate  cost  elements  such  as  labor, 
materials,  overhead,  et  cetera,  and  proposed 
profit. 

15.  Cost  Principles  and  Procedures.  ’Title 
41  Code  of  Federal  Regulation;  Federal  Pro¬ 
curement  Regulations;  part  15,  serve  as  a 
guide  for  contract  cost  principles  and  pro¬ 
cedures. 

16.  Preaward  Surveys.  A  preaward  survey 
Is  an  evaluation  of  a  prospective  <xmtractor’s 
performance  capability  under  the  terms  of  a 
proposed  contract.  Such  evaluation  is  used 
by  the  Council  staff  as  an  aid  in  determining 
responsibility.  ’The  evaluation  Is  accom¬ 
plished  by  use  of  the  following; 

a.  Data  on  band, 

b.  Data  from  anoth^  purchaser  such  as 
state  and  federal  agencies, 

c.  On  site  inspections  of  facilities  to  be 
used  for  performance  of  the  proposed  con¬ 
tract,  or 

d.  Any  other  means  deemed  advisable  by 
the  Council  staff. 

17.  Review  by  Executive  Director  or  his 
Designee:  When  a  procurement  will  be  non¬ 
competitive  (l.e.,  sole  source),  the  Execu¬ 
tive  Director  or  his  designee  shall  review  the 
proposed  action  for  assurance  that  competi¬ 
tive  procurement  Is  not  feasible.  ’This  action 
includes  both  examination  of  the  reasons 
for  the  procurement  being  non-competltlve 
and  steps  to  foster  competitive  conditions 
for  subsequent  prociu*ements. 

18.  Factors.  Factors  considered  In  approv¬ 
ing  a  sole  source  procurement  Include  but 
are  not  limited  to: 

a.  What  capability  does  the  proposed  con¬ 
tractor  have  that  Is  Important  to  the  specific 
effort  and  makes  him  clearly  unique  In  com¬ 
parison  to  another  contractor  in  the  same 
general  field? 

b.  What  prior  experience  of  a  highly  q>e- 
clallzed  nature  does  the  proposed  contractor 
have  that  Is  vital  to  the  proposed  effort? 

c.  What  facilities  and  equipment  does  the 
proposed  oontractm;  have  that  Is  specialized 
and  vital  to  the  effort? 
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d.  Does  the  profMsed  contractor  have  a 
substantial  Investment  of  some  kind  that 
would  have  to  be  duplicated  at  the  OounoH's 
expense  by  another  source  entering  the  field? 

e.  If  schedules  are  Involved,  why  are  they 
critical  and  why  can  the  proposed  contrac¬ 
tor  best  meet  them? 

f.  If  lack  of  drawings  or  specifications  Is  a 
guiding  factor,  why  Is  the  proposed  con¬ 
tractor  best  able  to  perform  under  those 
conditions?  Why  are  drawings  and  specifica¬ 
tions  lacking?  What  Is  the  leadtime  required 
to  get  drawings  and  specifications  suitable 
for  completion? 

g.  Is  the  effOTt  to  be  a  continuation  of  a 
previous  effort  performed  by  the  proposed 
c»n  tractor? 

h.  Is  competition  precluded  because  of 
the  existence  of  patent  rights,  copyrights, 
or  secret  processes? 

19.  Approval  by  NOAA.  Prior  to  the  award 
of  a  sole  source  contract  In  excess  of  $5,000, 
the  Executive  Director  or  his  designee  shall 
forward  this  review  and  Justification  to  the 
appropriate  NOAA  Grants  Officer  for  approv¬ 
al  as  required  by  OMB  Circular  A-110, 

20.  JtespoTuivene^s  of  Bidder.  To  be  re¬ 
sponsive,  a  bid  should  comply  In  all  material 
respects  with  the  Invitation  for  bids,  both 
as  to  the  method  and  timeliness  of  sub¬ 
mission  and  as  ta  the  substance  of  any 
resulting  contract. 

21.  Responsible  Bidder.  A  determination 
will  be  made  and  documented  prior  to  award 
as  to  the  responsibility  of  the  bidder.  This 
win  be  Included  In  the  procurement  file. 
A  bidder  is  oonsldned  responsible  when  It 
has  been  established  that  he  has  the  techni¬ 
cal  capability,  financial  capacity  and  man¬ 
power  required  to  perform  as  be  has  bid.  To 
be  responsible  an  offeror  should: 

a.  Have  adequate  financial  resources,  or 
the  ability  to  obtain  such  resources  as  re¬ 
quired  during  performance  of  the  contract; 

b.  Be  able  to  comply  with  the  required  or 
proposed  delivery  or  performance  schedule, 
taking  into  consideration  all  existing  busi¬ 
ness  commitnMnts; 

c.  Have  a  satisfactory  record  of  perform¬ 
ance; 

d.  Have  a  satisfactory  record  of  Integrity 
and  business  ethics; 

e.  Be  otherwise  qualified  and  eligible  to 
receive  an  award  under  applicable  public 
policy  laws  and  regulations. 

22.  Sources  of  Information  Regarding  Re¬ 
sponsibility  of  Prospective  Contractors: 

a.  Lists  of  debarred,  suspended,  or  in¬ 
eligible  concerns  or  Individuals; 

b.  Information  existing  within  the  Coun¬ 
cil's  organization.  Including  records  on  file 
and  knowledge  od  personnel  within  the  orga¬ 
nization; 

c.  Other  sources  such  as  suppliers,  sub¬ 
contractors,  and  customers  of  the  prospective 
contractor;  banks  and  financing  Institutions; 
commercial  credit  agencies;  state  and  Federal 
Government  agencies;  purchasing  and  trade 
associations;  better  business  bureaus  and 
chambers  of  commerce;  and 

d.  The  conduct  of  a  preaward  survey; 

e.  Where  It  Is  considered  necessary,  the 
Council  staff  may  require  prospective  con¬ 
tractors  to  submit  statements  concerning 
their  ability  to  meet  any  of  the  minimum 
standards. 

23.  This  section  lists  and  prescribes  the 
types  of  contracts  and  contract  policies 
which  will  be  used  by  the  Council. 

a.  Firm  Fixed  Price  Contract.  The  firm 
fixed  price  contract  is  the  type  of  contract 
that  results  from  either  public  advertised 
procurements  with  sealed  bids  or  negotiated 
procurements  which  have  bad  adequate  com¬ 
petition  or  consideration  for  the  work  to  be 
performed  by  the  state  or  quasl-publlc 
agency.  The  fixed  price  contract  Is  parti¬ 
cularly  suitable  for  construction  and  for  pro¬ 
curements  of  standard  commercial  Items, 


modified  commercial  Items,  or  for  Items  when 
specifications  are  reasonably  definite.  Price 
competition  should  exist,  and  costs  should  be 
predictable  with  reasonable  certainty  when 
this  type  of  contract  Is  used 

b  Ftxed  Price  Contract  with  Escalation. 
When  delivery  or  performance  extends  over 
a  period  of  time,  a  contractor  may  se^  to 
protect  himself  against  unusual  risk  by  list¬ 
ing  a  number  of  circumstances  under  which 
his  offered  price  may  need  adjustment.  This 
type  of  contract  is  used  In  the  procure¬ 
ment  of  Items  that  are  directly  affected  by 
indiLstr>'-wlde  wage  rates  for  example. 

c.  Fixed  Price  Incentive  Contract.  An  In¬ 
centive  contract  is  aimed  at  motivating  the 
contractor  to  Increase  his  efficiency  and  re¬ 
duce  his  costs  while  producing  the  beet 
pos.slble  Item.  A  fixed  price  Incentive  con¬ 
tract  will  provide  for  establishment  of  the 
final  contract  price  by  triplication  of  an 
agreed  upon  formula  relating  profit  to  total 
actual  contract  costs.  This  type  of  contract 
should  not  be  used  whwe  there  Is  Insuffi¬ 
cient  cost  experience  with  the  Item  or  serv¬ 
ices  being  produced  and  where  insufficient 
ccmipetltlon  exists  to  ensure  competitive 
pricing. 

d.  Cost  Contract.  This  Is  the  simplest  of 
the  cost  reimbursement  type  of  contract.  Un¬ 
der  this  type  of  ccrntract,  the  contractor  re¬ 
ceives  no  fee  but  the  buyer  agrees  to  re¬ 
imburse  the  contractor  for  allowable  costs. 
Cost  contracts  are  usually  mitered  into  for 
work  done  by  educational  and  other  ncm- 
profit  Institutions  and  would  Include  estab¬ 
lished  Indirect  costa  as  determined  accepta¬ 
ble  for  other  federal  contracts  for  each  such 
entity. 

e.  Letter  Contracts.  A  letter  contract  is  a 
written  preliminary  contractual  Instrtunent 
which  authmizes  Immediate  commencement 
of  manufacture  of  supplies,  or  performance 
of  service.  Including  but  not  limited  to, 
planning  and  the  procurement  sf  necessary 
materials.  This  type  of  contract  Is  Intended 
to  service  one  essential  purpose — ^to  get  the 
contractor  started  without  delay,  for  In 
emergencies  time  may  not  pmmlt  negotia¬ 
tion  of  a  d^lnltlve  contract.  To  protect  the 
buyer's  interest,  letter  contracts  normally 
Include  agreement: 

That  the  contractor  will  commence  work 
without  delay; 

As  to  the  extent  and  method  of  payment 
In  case  ot  contract  termination  for  con¬ 
venience  or  default; 

That  the  contractm  will  not  Incur  mone¬ 
tary  obligations  in  excess  of  the  limit  set  for 
them  in  the  letter  ccmtract; 

As  to  the  anticipated  type  of  definitive 
contract  to  be  entered  Into  at  a  later  date; 

As  to  certain  definitive  contract  clauses; 

That  the  contractor  will  be  obligated  to 
provide  price  and  cost  Information  that  can 
be  reasonably  expected  by  the  buyer  within 
one  month;  and 

That  the  contractor  will  enter  into  nego¬ 
tiations  promptly  and  in  good  faith  to  ar¬ 
rive  at  a  definitive  contract  with  the  buyer. 

f.  Purchase  Orders.  Purchase  OTders  are  a 
simplified  form  of  a  definitive  contract  that 
normally  contains  preprinted  contractual 
provisions.  They  are  normally  used  when 
supplies  or  services  are  bought  on  a  fixed- 
price  basis,  and  the  price  does  not  exceed 
$2,500. 

g.  Cost-Plus-Percent-Of-Cost  Contracts. 
The  cost  plus  a  percentage  of  cost  contract 
Is  prohibited  by  federal  law  and  will  not  be 
used  by  the  Council. 

24.  Responsibility.  Contract  administra¬ 
tion  Is  the  re^>onsiblllty  of  the  Executive 
Director.  The  Executive  Director  may  act  for 
the  Council  to  award,  amend  or  modify  a 
contract  or  take  any  action  to  change  a  con¬ 
tractual  commitment  on  behalf  of  the  Coun¬ 
cil.  The  Executive  Director  and  the  Council 
staff  see  that  administrative  functions  are 


perfm-med  to  achieve  the  desired  results  and 
to  protect  the  Council’s  Interest.  The  Ex¬ 
ecutive  Director  Is  also  responsible  for  main¬ 
taining  a  complete  file  of  documentation  re¬ 
lated  to  each  contract.  The  Executive  Direc¬ 
tor  shall  designate  a  member  of  the  Council 
staff  to  act  as  Contract  Monitor  upon  the 
award  of  a  contract. 

25.  Council  Staff.  The  Council  staff  Is  re- 
spoiMlble  for  the  technical  and  project  man¬ 
agerial  aspects  of  contract  admin Utratlon. 
They  ensure  compliance  with  the  technical 
requirements  of  the  contract,  determine  the 
degree  and  acceptability  of  progress  by  the 
contractor,  and  when  appropriate,  certify  to 
such  progress  by  the  contractor.  All  corre¬ 
spondence  between  the  contract  monitor  and 
the  contractor  should  be  coordinated  with 
the  Executive  Director  and  a  copy  provided 
for  the  contract  file.  Duties  of  a  staff  mem¬ 
ber  assigned  to  monitor  a  contract  Include: 

a.  Familiarization  with  the  terms  and 
conditions  of  the  contract  In  order  to  assure 
compliance  with  the  provisions  thereof. 

b.  After  award,  the  holding  of  discussions 
with  the  contractor  to  arrive  at  a  common 
understanding  of  Individual  responsibilities 
and  working  arrangements.  Such  discussions 
should  occur  immediately  after  award  and 
as  required  throughout  the  period  of  the 
contract  performance.  Such  meetings  are 
not  meant  to  be  negotiations  of  tasks  to  be 
performed.  Tasks  and  their  scope  must  be 
decided  during  formal  contract  negotiations 
prior  to  award. 

e.  The  arrangement  of  a  schedule  of  opera¬ 
tion  In  accordance  with  the  contract  require¬ 
ments  and  certification,  when  appropriate,  of 
satisfactory  accomplishment  on  the  con¬ 
tractor's  requests  for  progress  and  final  pay¬ 
ments.  Performance  repcMrts  should  show 
work  actually  accomplished.  The  Ibcecutlve 
Director  should  be  promptly  Informed  of  de¬ 
lays  In  progress  of  work  and  of  any  prob¬ 
lems  encounered  that  may  require  contract 
amendments  or  other  administrative  actloii. 

d.  Recommending  to  the  Executive  Direc¬ 
tor  any  proposed  changes  in  specifications, 
extra  work  extensions  In  contract  time  or 
any  other  technical  matter  arising  under  the 
contract. 

e.  The  Initiation  and  acquisition  of  ap¬ 
provals  that  may  be  necessary  for  changes 
in  the  statement  of  work  requirements 
which  would  require  a  contract  modification. 

f.  Monitoring  to  assure  that  no  work  au¬ 
thorizations  or  orders  to  the  contract,  either 
oral  or  written,  are  Issued  unless  authorized 
according  to  Council  policy. 

g.  The  finnlshlng  of  Council  material  to 
the  contractor  as  may  be  provided  in  the 
contract  and  authorized  by  the  Executive 
Director. 

h.  Obtaining  and  evaluating  all  technical 
and  progress  reports  from  the  contractor  re¬ 
quired  by  the  contract. 

I.  Evaluating  contractor  progress. 

J.  Reviewing  the  contract  at  least  90  days 
prior  to  scheduled  completion  date  to  deter¬ 
mine  any  need  for  modification  or  renewal 
of  the  contract  or  extension  of  performance 
time.  The  Executive  Director  should  be  noti¬ 
fied  at  least  00  days  prlw  to  scheduled  com¬ 
pletion  of  a  contract  If  any  extension  of  the 
contract  period  will  be  required  or  If  a  need 
for  additional  work  under  the  contract  Is 
anticipated.  The  Executive  Director  should 
also  be  notified  upon  satisfactory  completion 
of  work  under  a  contract. 

k.  Recommending  the  disposition  of  any 
problems  which  might  arise  in  the  areas  of 
rights  In  data,  patents.  Council  property, 
and  other  subjects  addressed  in  the  contract 
provisions. 

l.  Representing  the  best  interests  of  the 
Council  In  all  dealings  with  contractor. 

26.  Post-Award  Orientation.  Before  per¬ 
formance  of  the  contract  begins,  the  Con- 
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tract  Monitor  designated  by  tbe  Executive 
Director  shall  call  a  poet-award  conference 
to  ensure  that  the  contractor  fully  under- 
standa  every  contractual  provlalon.  Subjects 
discussed  should  Include  as  appropriate: 

a.  The  statenoent  of  work  content  to  en¬ 
sure  proper  tnterpretatlou. 

b.  The  spedflcatlons,  when  applicable. 

c.  The  contractor’s  plan  for  the  conduct  of 
the  contract. 

d.  The  contractor’s  performance  reports, 
content,  and  dates  of  submittal. 

e.  The  contract  provisions  which  are  ger¬ 
mane,  for  example,  the  key  personnel  clause, 
progress  payments,  et  cetera. 

f.  Council  furnished  property. 

(In  less  complex  contracts,  a  post-award 
letter  may  te  sufliclent.  When  used,  the  let¬ 
ter  Is  to  Identify  the  Contract  Monitor  and 
call  attention  to  the  reporting  requirements.) 

27.  Contractor  Per/ormance  Reports  and 
Requests  lor  Payment.  The  Contract  Moni¬ 
tor  should  evaluate  the  contractor’s  per¬ 
formance  at  each  Interval  when  progress 
payments  or  performance  reports  are  due.  If 
the  performance  has  been  pomr,  or  the  con¬ 
tractor  non-reeponslve,  the  Contract  Monitor 
should  arrange  a  discussion,  in  detail,  with 
the  contraotor  ocmcemlng  performance 
shortcomings  and  proposed  corrective  action. 
Where  contract  requirements  are  not  ade¬ 
quately  noet,  final  payment  should  be  wl^- 
held  \mtll  corrective  action  has  been  taken 
to  the  satisfaction  of  the  Executive  Director. 

28.  Acceptance  of  Contract  DeUverdbles.  It 
is  the  Contract  MonltOT’s  responsibility  to 
determine  that  the  work  is  complete  and 
conforms  with  the  technical  requirements 
of  the  contract.  Once  f<Hinal  acceptance  has 
been  aocompllshed,  the  oontraotor  Is  nor- 
nmlly  excused  from  further  performance  or 
correotlon  of  unsatisfactory  work.  The  Con¬ 
tract  Monitor  should  provide  written  notifi¬ 
cation  to  the  Executive  Dlreotmr  when  the 
contract  work  has  been  Judged  complete  and 
technically  acceptable. 

29.  Delinquencies.  When  a  delinquency  ap¬ 
pears  Imminent,  prompt  action  must  be 
taken  to  protect  the  Council’s  rights.  In  ad¬ 
ministering  a  delinquent  contract.  Council 
staff  should  do  nothing  that  might  waive  the 
Council's  rights  to  terminate  for  default.  In 
the  event  of  a  delinquency  not  of  a  minor 
nature,  the  Executive  Director  may  take  one 
of  the  following  actions: 

a.  Extend  the  contract  delivery  schedule. 

b.  Terminate  the  contract  for  default. 

c.  Terminate  the  contract  for  the  convm- 
lence  of  the  (Council. 

d.  Terminate  the  contract  on  the  basis  of 
agreement  for  a  no-cost  settlement. 

e.  Obtain  a  written  agreement  from  the 
Contractor  that  the .  Council’s  consent  to 
continued  performance  will  not  operate  as 
a  waiver  of  either  Its  rights  to  terminate  for 
the  existing  default,  or  any  other  of  Its 
rights. 

30.  Contract  Modification.  A  contract  mod¬ 
ification  Is  considered  to  be  any  wrlttMi 
alteration  of  contract  provisions,  Le.,  work 
statement,  specification,  period  of  perform¬ 
ance,  time  and  rate  of  delivery,  quantity, 
price,  cost,  fee,  or  other  provisions  of  an  ex¬ 
isting  contract  whether  accomplished  In  ac¬ 
cordance  with  a  contract  provision  or  by 
mutual  actions  of  the  parties  to  the  con¬ 
tract. 

31.  ApprovtU  Authority.  Only  the  Execu¬ 
tive  Director  has  the  authority  to  approve  a 
contract  nK>dlflcatlon. 

32.  Processing  Contract  Modi/UMtions.  The 
Contract  Monitor  Is  responsible  for  moni¬ 
toring  the  contract  and  recommending 
changes  In  existing  contracts.  In  such  capac¬ 
ity,  he  will  generally  be  responsible  for  Ini¬ 
tiating  the  necessary  dociunents  Involving 
technical  changes.  In  preparing  the  docu¬ 
ments,  he  shall  review  the  statement  of 
work  and  the  applicable  specifications  and 


then  delineate  the  proposed  changes  thereto. 
The  Contract  Momtor  ahould  also  evsduate 
whether  these  proposed  changes  are  within 
the  general  scope  of  the  contract  or  are  con¬ 
sidered  new  procurement  and  set  forth  the 
rationale  supporting  his  position.  If  the 
Contract  Monitor  believes  the  changes  to  be 
In  the  general  scope,  the  proposed  changes, 
reconunendatlons.  and  rationale  are  for¬ 
warded  to  the  Executive  Director  for  concur¬ 
rence.  If  the  modification  Is  adjudged  to  be 
’’new  work”  then  the  minimum  standards 
for  competition  must  be  met  as  set  forth  in 
these  regulations.  Kew  work  cannot  be  added 
on  to  existing  contracts  without  the  appro¬ 
priate  considerations  of  procuring  through 
competitive  means. 

33.  Contract  Termination,  a.  Types. 

Completion.  Most  contracts  are  In  force 

until  satisfactory  completion,  or  In  the  case 
of  cost  reimbursement  contracts,  until  other 
satlafactory  results  are  achieved  or  the  funds 
allocated  for  their  performance  have  been 
exhausted. 

Termination  for  Convenience.  The  Execu¬ 
tive  Director  may  terminate  for  the  conveni¬ 
ence  of  the  Council  at  any  time  during  per¬ 
formance  even  though  the  contractor  Is  per¬ 
forming  properly;  the  contractor  assumes 
this  risk  under  the  contract  terms  whenever 
he  does  business  with  a  federal  grantee, 
When  the  Council  makes  use  ot  this  right, 
however,  it  compensates  the  cxmtractor  for 
his  cost  and  earned  fee  or  profit  for  his 
preparations  and  for  any  completed  and  ac¬ 
cepted  work  that  relates  to  the  terminated 
pi^  of  the  contract.  Termination  for  con¬ 
venience  would  be  used  In  cases  where  the 
Council  has  a  change  in  requirements  or  a 
change  In  funding  priority  of  projects.  Other 
examples  would  be  loss  of  key  contractor 
aclentlfio  or  engineering  personnel;  unsat¬ 
isfactory  progress;  or  changes  In  emphasis 
by  the  Council. 

Termination  for  Default.  The  Council  may 
terminate  few  default  when  the  contractor 
falls  to  perform  his  part  ot  the  bargain 
properly. 

b.  Procedures.  Generally,  the  provisions  of 
the  contract  will  govern  procedures  to  be 
followed  In  termination.  It  is  the  duty  of  the 
Contract  Monitor  to  recommend  the  termi¬ 
nation  of  a  contract  to  the  Executive  Direc¬ 
tor.  ’Ihe  Executive  Director  shall  instruct 
the  Contract  Monitor  in  the  settlement 
process  with  the  contractor. 

c.  Closing  Contracts.  Upon  completion  of 
the  contract  work,  the  Council  shall  close 
out  the  contract  as  rapidly  and  as  effectively 
as  possible  and  make  final  payment  to  the 
contractor.  To  this  end.  the  Executive  Di¬ 
rector  shall  ensure  that  all  work  is  promptly 
Inflected  to  the  extent  necessary  to  deter¬ 
mine  acceptability.  ’The  Executive  Director 
should  also  call  upon  the  Contract  Monitor 
to  determine  that  the  work  is  complete  and 
confewms  with  the  technical  requirements 
of  the  contract,  and  that  all  Items  contrac¬ 
tually  required  have  been  submitted  and  are 
acceptable. 

34.  Procedures  for  processing  claims  aris¬ 
ing  out  of  contracts  entered  into  by  the 
Council. 

a.  Authority  of  the  Executive  Director.  ’The 
Executive  Director  is  authcwlaed  to  settle, 
compromise,  pay  or  otherwise  adjust  any 
claim  by  or  against,  or  any  controversy  with, 
a  contractor  or  bidder  relaUng  to  a  contract 
entered  Into  by  the  Council,  Including  a 
claim  or  controversy  Initiated  after  award 
of  a  contract,  based  on  breach  of  contract, 
mistake,  misrepresentation  or  other  cause  for 
contract  modification  or  recision.  In  the 
event  a  settlement  or  compromise  Involves 
or  could  Involve  adjustments  and/or  pay¬ 
ments  aggregating  $10,000  or  nuwe,  then  the 
Executive  Director  shall  prepan  written  jus¬ 
tification  and  obtain  approval  In  advance, 
from  the  full  Council  and  Its  legal  advisor. 


When  a  claim  cannot  be  resolved  by  mutual 
agreement,  the  Executive  DlrecUw  shall 
promptly  Issue  a  decision  in  writing.  A  copy 
of  that  decision  shaU  be  mcUled  or  otherwise 
furnished  to  the  contractor  and  shall  state 
the  reasons  tor  the  action  taken  on  the 
claim,  and  shall  Inform  the  contractor  of 
his  right  to  administrative  relief  as  provided 
in  this  section.  The  decision  of  the  Execu¬ 
tive  Director  Is  final  and  shall  be  conclusive 
unless  fraudulent,  or  the  contracUw  appeals 
to  the  Council.  If  the  Executive  Director  does 
not  Issue  a  written  decision  within  one  hun¬ 
dred  and  twenty  (120)  days  after  receipt 
of  a  claim,  or  within  such  longer  period  as 
might  be  established  by  the  parties  to  the 
contract  In  writing,  then  the  contractor  may 
proceed  as  If  an  adverse  decision  has  been 
received. 

b.  Authority  of  the  Administrative  Officer. 
The  Administrative  Officer  is  authorized  sub¬ 
ject  to  the  approval  of  the  Executive  Director 
of  any  settlement,  to  negotiate  with  con¬ 
tractors  In  order  to  settle  any  claim  which 
may  arise  under  a  contract  entered  Into  by 
the  Council. 

c.  Appeal  to  the  Council.  The  Council  has 
jurisdiction  over  each  controversy  arising 
under,  or  In  connection  with,  the  Interpreta¬ 
tion.  performance  or  payment  of  a  contract 
of  the  Council  provided  that: 

The  contractor  has  not  Instituted  action 
over  such  controversy  In  court,  aivd 

’Ihe  (xmtractor  has  mailed  notice  to  the 
Council  of  his  election  to  appeal  within  90 
days  of  his  receipt  of  the  decision  from  the 
Executive  Director,  or  at  the  contractor’s 
eleetloti,  within  a  reasonable  time  after  the 
Executive  Director  fails  or  refuses  to  issue 
a  decision. 

d.  Hearing  before  Council.  The  Council 
shall  hold  appeal  heatings  to  the  fullest  ex¬ 
tent  possible  In  an  Informal,  expeditious,  and 
inexpensive  manner  and  shall  issue  a  deci¬ 
sion  In  writing  or  take  other  appropriate 
actkxi  on  each  iq>peal  submitted  and  shall 
provide  a  copy  of  the  decision  to  the  con¬ 
tractor  and  the  Executive  Director  to  be  in¬ 
cluded  in  the  contract  file. 

e.  Bid  Protests.  The  Council  shall  have 
authority  to  determine  protests  and  other 
controversies  oi  prospective  bidders,  bidders 
or  oontracUws  In  oonnectlon  with  the  solici¬ 
tation  or  selection  for  award  eff  a  contract. 

f .  Filing  of  Protest.  Any  prospective  bidder, 
bidder  or  contractor  who  Is  aggrieved  in  con¬ 
nection  with  the  solicltatioa  of  selection  for 
award  of  a  contract  may  file  a  protest  with 
the  Council.  The  protest  ot  notice  of  other 
controversy  miist  be  filed  iHomptly  and  in 
any  event  within  two  calendar  weeks  after 
such  aggrieved  person  knows  or  should  have 
known  of  the  facts  giving  rise  thereto.  All 
protests  or  notices  of  other  controversy  must 
be  in  writing. 

g.  Decision.  The  Council  shall  promptly 
Issue  a  declslOTi  in  writing  and  In  no  case 
more  than  thirty  (80)  calendar  days  after 
receipt  of  sui^  protest  or  notice  of  other 
controversy,  imless  the  parties  agree  in  writ¬ 
ing  to  a  lOTiger  period.  A  copy  of  that  decision 
shall  be  mailed  or  otherwise  furnished  to  the 
aggrieved  party  and  shall  state  the  reasons 
for  the  action  taken. 

h.  Effect  of  Decision.  The  decision  by  the 
Council  shall  be  final  and  conclusive. 

3S.  It  is  the  policy  of  the  Council  to  pur¬ 
chase  goods  and  services  in  a  fair  and  impar¬ 
tial  manner.  Employees  and  Council  members 
shall  discharge  their  duties  and  responsibili¬ 
ties  In  a  manner  which  will  Inspire  confi¬ 
dence  In  the  Integrity  of  ^e  Council.  Any 
effort  to  realise  personal  gain  through  Coun¬ 
cil  acUvltioB  or  employment  beyond  lemur 
neration  provided  by  the  Council,  Is  a  viola¬ 
tion  of  a  public  trust,  as  Is  any  ocmduct 
which  would  create  a  jiistlflable  Impression 
in  the  public  that  such  trust  Is  being 
violated. 
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36  Conflicts  of  Interests.  It  shall  be  Im* 
proper  for  any  employee  or  Council  member 
to  participate  directly  or  Indirectly  through 
decision,  approval,  disapproval,  recommenda* 
tions,  preparation  or  any  part  of  a  purchase 
request.  Influencing  the  content  ot  any 
specification  or  purchase  standard,  rendering 
of  advice.  Investigation,  auditing,  or  olher* 
wise.  In  any: 

a.  Proceeding  or  application; 

b  Request  for  ruling  or  other  determina¬ 
tion; 

c.  Claim  or  controversy;  or 

d.  Other  matter  pertaining  to  any  con¬ 
tracts,  grant,  subcontract,  or  subgrant,  and 
any  solicitation  or  proposal  therefor,  where 
to  his  knowledge  tiiere  Is  a  financial  Interest 
possessed  by: 

Himself  or  his  Immediate  family: 

A  business  other  than  a  public  agency  In 
which  he  or  a  member  of  his  Immediate 
family  serves  as  an  officer,  director,  trtistee, 
partner,  or  employee;  or 

Any  person  or  business  with  whom  ho  or 
a  member  of  his  Immediate  family  is  negoti¬ 
ating  or  has  an  arrangement  concerning  pro¬ 
spective  employment.  (Notice  of  this  prohi¬ 
bition  shall  be  conspicuously  set  fm-th  In 
ever^  contract,  and  solicitations  therefor.) 

37  Any  employee  or  council  member  who 
has  or  obtains  any  benefit  from  any  contract 
with  a  business  in  which  the  employee  or 
Council  member  has  a  financial  Interest, 
shall  report  such  benefit  to  the  full  Coun¬ 
cil.  In  the  event  that  such  employee  or 
Council  member  knows  or  should  have  known 
of  such  benefit,  and  falls  to  report  such 
benefit  to  the  full  Council,  he  shall  be  in 
violation  of  the  ethical  standards  of  this 
section.  However,  this  provision  shall  not 
apply  to  a  contract  with  a  business  where  the 
employee’s  or  Council's  interest  in  the  busi¬ 
ness  has  been  placed  In  an  independently 
managed  trust. 

(Notice  of  this  prohibition  shall  be  con¬ 
spicuously  set  forth  In  every  contract  or 
solicitation  therefor.) 

38.  Gratuities.  It  Is  improper  for  any  per¬ 
son  to  offer,  give  or  agree  to  any  employee  cw 
Council  member  or  for  any  employee  or 
Council  member  to  solicit,  demand,  accept 
or  agree  to  accept  from  another  person,  any¬ 
thing  of  a  pecuniary  value  t<x  or  because  of: 

a.  An  official  action  taken  or  to  be  taken, 
or  which  could  be  taken;  or 

b.  A  legal  duty  violated  or  to  be  violated, 
or  which  could  be  violated  by  such  employee 
or  former  employee. 

39.  Kickbacks.  It  Is  Improper  fornny  pay¬ 
ment,  gratuity,  or  benefit  to  be  made  by  or 
on  behalf  of  a  subcontractor  under  a  con¬ 
tract  to  the  prime  contractor  or  higher  tier 
subcontractM*  or  any  person  associated 
therewith  as  an  Inducement  for  the  award 
of  a  subcontract  or  order. 

(The  prohibition  against  gratuities  and 
kickbacks  shall  be  conspicuously  set  forth 
in  every  contract,  and  solicitations  therefor.) 

40.  Representation  of  Contractor.  Every 
person,  before  being  awarded  a  contract  with 
this  Council,  shall  represent  that  he  has  not 
retained  a  person  to  solicit  or  secure  the 
contract  with  this  Council  upon  an  agree¬ 
ment  or  understanding  for  a  commission, 
percentage,  brokerage  or  contingent  fee,  ex¬ 
cepting  for  bona  fide  employees  or  bona  fide 
established  commercial,  selling  agencies 
maintained  by  the  person  so  representing 
for  the  purpose  of  sectiring  business  or  an 
attorney  rendering  professional  legal  services, 
employed,  consistent  with  iq;>plicable  canons 
of  ethics. 

41.  Intentional  Violation  Unlawful.  The 
intentional  violation  of  the  representation 
specified  in  Subsection  40  above  Is  cause  for 
termination  of  a  contract. 

(The  representaUon  prescribed  in  Subsec- 
ctlon  40  shall  be  conspicuously  set  forth  in 
all  contracts,  and  solicitations  therefore.) 


42.  Restriction  on  Employment  of  Present 
and  Portner  Council  Employees. 

a.  Contemporaneous  Employment  Prohib¬ 
ited.  It  shall  be  Improper  for  any  Council 
employee  or  member  to  become  or  be  an 
employee  of  a  party  contracting  with  the 
Council,  while  In  the  service  of  the  Council. 
Notice  of  this  provision  shall  be  oonq>lcu- 
ously  set  forth  In  every  contract,  and  solicit¬ 
ations  therefor.  This  does  not  apply  to  non¬ 
profit  organizations  such  as  State  govern¬ 
mental  agencies  and  educational  Institu¬ 
tions. 

b.  Permanent  Disqualification  of  Former 
Employees.  For  a  period  of  two  years  after 
Council  employment.  It  shall  be  Improper 
for  a  former  employee  to  knowingly  act  os 
agent  or  attorney  for  anyone  other  than 
the  Council  In  connection  with  any  Judicial 
or  other  proceeding,  application,  request  for 
a  ruling,  or  other  determination,  contract, 
grant,  claim,  controversy,  charge,  or  other 
particular  matter  Involving  a  contract,  where 
the  Council  is  a  party  or  has  a  direct  and 
substantial  Interest  and  In  which  he  par¬ 
ticipated  personally  and  substantially  as  an 
employee,  through  decision,  approval,  disap¬ 
proval,  recommendation,  the  rendering  of 
advice.  Investigation,  ex’  otherwise  while  so 
employed. 

c.  Post-Employment  Restriction  on  Repre¬ 
sentation.  It  shall  be  Improper  for  a  person 
having  been  an  employee  of  the  Council, 
within  one  year  after  his  emploment  has 
ceased,  to  appear  personally  before  the  Coun¬ 
cil  or  Its  committees  or  membership  In  con¬ 
nection  with  any  proceeding,  application, 
claim,  request  or  other  particular  matter  In¬ 
volving  a  contract  where  the  Council  Is  a 
party  or  directly  and  substantially  Interested 
and  which  was  under  his  official  respon¬ 
sibility  as  an  employee,  or  member  of  the 
Council  at  any  time  within  a  period  of  one 
year  prior  to  the  termination  of  such  re¬ 
sponsibility. 

The  term  “official  responsibility”  as  used 
herein,  means  the  direct  administrative  or 
operating  authority  whether  Intermediate  or 
final,  and  either  exercisable  alone  or  with 
others,  and  either  personally  or  through  sub¬ 
ordinates.  to  approve,  disapprove,  or  other¬ 
wise  direct  Council  actions. 

d.  Disqualification  of  Partners.  It  shall  be 
unlawful  for  a  person,  being  a  partner  of  an 
employee.  Council  member,  former  Mnployee 
or  former  Council  member,  to  act  as  agent 
or  attorney  for  anyone  other  than  the  Coun¬ 
cil,  In  connection  with  any  Judical  or  other 
proceeding,  application,  request  for  a  ruling 
or  other  determination,  oontract,  claim,  con¬ 
troversy,  charge,  or  other  particular  matter 
involving  a  ccmtract  where  the  Council  Is 
a  part  or  has  a  direct  and  substantial  Inter¬ 
est  and  In  which  such  employee  or  Council 
member  participates  or  has  participated  per¬ 
sonally  and  substantially  as  a  Council  em¬ 
ployee  or  member  through  decision,  approval, 
dlsaproval,  recommendation,  the  rendering  of 
advice.  Investigation  or  otherwise,  or  which  Is 
or  was  the  subject  of  his  official  responsi¬ 
bility. 

e.  Use  of  Confidential  Information.  It  shall 
be  improper  for  any  employee.  Council  mem¬ 
ber,  former  employee,  or  former  Council 
member  of  this  Council  to  tise  confidential 
Infornmtlon  for  his  actual  or  anticipated 
personal  gain,  or  the  actual  ea  anticipated 
personal  gain  of  any  other  person. 

43.  Procurements  may  be  negotiated  if  it 
is  impracticable  and  unfeasible  to  use  formal 
advertising.  Oenerally,  procurements  may  be 
negotiated  by  the  Coimcil  through  the  Ex¬ 
ecutive  Director  if: 

a.  The  public  exingency  will  not  permit 
the  delay  Incident  to  advertising; 

b.  The  material  or  service  to  be  procured 
Is  available  from  only  one  person  or  firm 
(sole-source) ; 

c.  The  aggregate  amount  does  not  exceed 
$10,000; 


d.  The  oontract  Is  for  personal  or  profes¬ 
sional  services  or  for  any  service  to  be 
rendered  by  a  state  or  quasl-publlo  agency 
Including  a  university,  college,  or  other  edu¬ 
cational  Institution; 

e.  The  material  or  services  are  to  be  pro¬ 
cured  and  used  outside  the  llmts  of  the 
United  States  and  its  possessions; 

f.  No  acceptable  bids  have  been  received 
after  formal  advertising; 

g.  The  purchases  are  for  highly  perishable 
materials  or  medical  supplies,  for  material 
or  services  where  the  prices  are  established 
by  law,  for  technical  Items  or  equipment  re¬ 
quiring  standardization  and  Interchange - 
ability  of  parts  with  existing  equipment,  for 
experimental,  developmental,  or  research 
work,  for  supplies  purchased  for  authorized 
resale,  or  for  technical  or  specalllzed  supplies 
requiring  substantial  Initial  Investment  for 
manufacture;  or 

h.  The  procurements  are  otherwise  author¬ 
ized  by  law,  rules,  or  regulations. 

(Notwithstanding  the  existence  of  circum¬ 
stances  Justifying  negotiation,  competition 
shall  be  obtained  to  the  maximum  extent 
practicable.) 

44.  Property  Management.  All  durable  or 
capitalized  equipment  will  be  accounted  for 
by  an  Inventory  system. 

a.  A  property  number  will  be  assigned  to 
all  capltallsied  equipment  and  property  In¬ 
ventory  cards  maintained  on  all  such  equip¬ 
ment. 

b.  A  physical  Inventory  of  all  property  and 
equipment  will  be  made  at  least  once  every 
two  years. 

e.  The  leasing,  renting  and  acquisition  of 
all  property  and  space  will  be  done  In  a 
manner  consistent  with  customary  practices 
observed  In  contracts  by  public  entitles. 

d.  All  requests  for  capital  equipment  will 
be  transmitted  to  the  NOAA  Grants  Office  for 
review  and  approval  before  commitment  of 
grant  funds  for  this  purpose. 

e.  Fire  and  theft  Insurance  will  be  carried 
on  all  property,  capitalized  and  non-capltal- 
Ized,  In  an  amount  equal  to  at  least  the  re¬ 
placement  value  of  the  equipment. 

AppzHonc  I:  aui.r  or  Mexico  Fisueht 

Manage  KENT  CouNcn.  Staff  Functions 

■xscunVfe  DiaECToa 

The  Executive  Director's  duties  shall  In¬ 
volve  the  Implementation  of  the  Council’s 
business,  policies,  and  determinations  of 
fishery  management  activities  as  they  di¬ 
rectly  affect  the  public. 

While  technical,  scientific  and  statistical 
advice  to  the  Council  will  be  furnished 
through  advisory  committees,  the  Executive 
Director  will  manage  all  Council  programs 
and  technical  teams  authorized  by  the  Coun¬ 
cil  and  will  coordinate  Input  to  the  Council 
from  advisory,  scientific,  technical  and  other 
committees. 

The  Executive  Director  shall  also  direct 
an  administrative  support  staff  whose  tasks 
will  be  that  of  assisting  the  Executive  Di¬ 
rector  In  carrying  out  functions. 

The  Executive  Director  will  be  responsible 
for  accounting  for  and  controlling  resources 
allocated  to  the  Council  and  at  the  direction 
of  the  Council.  He/she  shall  be  responsible 
for  the  financial  management  system  of  the 
Council,  effective  control  over  the  account¬ 
ability  for  all  funds,  property  and  other 
assets,  and  for  complying  with  the  provis- 
slons  of  OMB  Circular  A-110  for  grants  and 
grant  proposals. 

He/she  will  be  responsible  for  developing 
agendas  for  public  meetings;  preparing  re¬ 
ports;  acting  as  official  spokesperson  for  the 
Council,  when  delegated;  establishing,  main¬ 
taining  and  supervising  the  administrative 
support  staff  to  carry  out  support  functions; 
maintaining  an  understanding  of  the  pro¬ 
gram  and  presenting  that  view  to  the  public 
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when  necessary;  carrying  out  declslona  of  the 
Council;  and  any  other  assignments  received 
from  the  Council.  As  the  principal  full-time 
employee  of  the  Council,  the  Executive  Di¬ 
rector  will  be  the  primary  contact  with  the 
public  and  will  have  extensive  responsibili¬ 
ties  for  preparation  of  news  releases.  In  the 
name  of  the  Chairman,  on  programs  and 
achievements  of  the  Council. 

ADMINISTEATIVX  OFFICER 

Assists  the  Executive  Director  In  the 
formulation  and  development  of  policy,  pro¬ 
cedures  and  programs  and  In  Initiating  ac¬ 
tions  and  making  and  Implementing  deci¬ 
sions  Involved  In  the  overall  management  of 
the  Council’s  operations.  Responsible  for  pro¬ 
viding  effective  administrative  services  In 
support  of  the  Council's  program  activities, 
Involving  planning.  Implementing,  directing 
and  evaluating  all  of  the  administrative  serv¬ 
ice  activities  In  coordination  with  the  Execu¬ 
tive  Director. 

Duties 

1.  Directs  and  coordinates  the  work  of  the 
administrative  staff.  Responsible  for  the  de¬ 
velopment  and  Implementation  of  policies, 
methods  and  procedures  Involving  specialties 
and  activities  as  follows: 

a.  Budget  and  Finance. — Development  of 
budgets  and  Justifications.  Establishment 
and  operation  of  accounting  system,  includ¬ 
ing  appropriation  and  fimd  control,  cost,  ac¬ 
crued  expenditure  and  business-type  features 
as  necessary  to  the  needs  of  the  Council. 

b.  Personnel  Uanagement. — All  phases  of 
personnel  management.  Including  position 
classification,  wage  administration,  recruit¬ 
ment,  placement,  performance  evaluation, 
employee  develc^ment,  employee  manage¬ 
ment  relations  and  services  and  personnel 
records. 

c.  Property  Management. — The  acquisition 
and  disposition  of  all  personal  property  and 
services  of  competitive  bid  contracting,  ne¬ 
gotiated  contract  and  the  procedures  for  the 
maintenance  and  care  of  personal  prc^rty 
and  records;  the  maintenance  of  property  ac¬ 
countability  records  and  development  of  cost 
and  custody  reports;  the  operation  of  a  rec¬ 
ords  management  program,  including  crea¬ 
tion  and  disposal;  the  acquisition  and  release 
of  office  space  for  office,  and  other  purposes; 
the  obtaining  of  transportation  and  com¬ 
munications  services;  and  the  provision  of 
mall,  messenger,  filing  and  other  general  of¬ 
fice  services.  Also  Included  are  safety  activ¬ 
ities. 

d.  General. — Serves  as  the  principal  assist¬ 
ant  and  advisor  to  the  Executive  Director  on 
administrative  management  matters.  Assists 
and  advises  him/her  through  positive  recom¬ 
mendations  In  the  executive  Implementation 
of  Oouncll-wide  policies  and  guidelines;  par¬ 
ticipates  In  conferences  and  meetings  with 
the  Council  members,  other  Fed^al  agencies, 
and  State  or  other  public  and  private  organi¬ 
zations  to  explain,  negotiate  and  defend  ad¬ 
ministrative  management  pedicles  and  pro¬ 
grams  of  the  Council;  and  frequently  repre¬ 
sents  the  Executive  Director  with  authority 
to  make  firm  commitments  on  matters  with¬ 
in  the  sphere  of  his/her  responsibility.  In¬ 
cluding  tht  employment  and  training  or 
personnel,  direction  of  travel  and  overtime, 
financial  adjustments  and  contract  awards. 
Contracts  with  State  fishery  agencies,  educa¬ 
tional  Institutions,  and  others.  Aids  In  all 
phases  of  management  plan  development  as 
directed  by  the  Executive  Director. 

e.  Supervisory  Responsibility. — Directly 
supervises  the  Office  Manager  and  one  or 
more  clerical  personnel.  Through  the  Office 
Manager,  normally  supervises  all  clerical  per¬ 
sonnel. 

f.  Technical  Monitoring. — ^Mey  be  directed 
by  the  Executive  Director  to  monitor  progress 


of  oontractural  agreements  for  the  develop¬ 
ment  of  technical  data  and  documents. 

g.  Supervision  Received. — Under  direct 
supervision  of  the  Executive  Director.  In  the 
absence  of  the  Executive  DlrecUw  Is  under 
direct  supervision  of  the  Technical  Support 
Specialist. 

TECHNICAL  SUPPORT  SPECIALIST 

Is  charged  with  formulation  and  develop¬ 
ment  of  fisheries  management  plans  In  co¬ 
ordination  with  the  Executive  Director.  Is 
responsible  for  direct  coordination  of  man¬ 
agement  plans  development  with  the  Coim- 
cU,  Council  Subcommittees,  Scientific  and 
Statistical  Committee,  Advisory  Panels,  Fed¬ 
eral  agencies,  contractors  and  subcontractors, 
task  groups  and  the  Executive  Director.  Is  In 
charge  of  drafting  final  management  plans 
and  environmental  Impact  statements  in  the 
format  required  by  the  Secretary  under 
P.  L.  94-265  In  coordination  with  the  Exec¬ 
utive  Director  and  staff.  Serves  as  staff  officer 
in  charge  in  the  absence  of  the  Executive 
Director. 

Duties 

1.  Directs  the  development  of  management 
plans  and  the  work  of  the  staff  In  this  devel- 
c^ment  task  under  the  supervision  of  the 
Executive  Director. 

a.  Develops  and  maintains  the  mechanism 
for  acquisition  of  the  data  base  required 
for  the  management  plans  through  the 
available  sources,  such  as  National  Marine 
Fisheries  Service  laboratories,  State  and  uni¬ 
versity  laboratories,  and  other  agencies  of 
Institutions. 

b.  Coordinates  and  directs  the  compilation 
of  these  data  Into  a  management  plan  format 
through  staff  assignments,  use  of  contrac¬ 
tors  and  subcontractors,  task  force  groups, 
support  by  NMFS  labwatories  and  other 
groups. 

c.  Coordinates  all  phases  of  plan  develop¬ 
ment  with  the  Scientific  and  Statistical 
Committee,  the  Advisory  Panels,  the  Council 
and  the  Executive  Director. 

d.  Attends  public  hearings  on  plan  develop¬ 
ment  to  present  scientific  data. 

e.  Monitors  management  plan  effectiveness 
and  reports  to  the  Executive  Director  with 
pr<^>osed  modifications. 

f.  Determines  the  research  needed  to 
strengthen  the  management  data  base  for 
each  fishery  and  develops  and  presents  re¬ 
search  proposals  in  coordination  with  the 
Executive  Director. 

g.  General. — Assists  and  advises  the  Exec¬ 
utive  Director  on  technical  matters  relating 
to  management  plan  development  and  moni¬ 
toring  and  on  p<dlcy  matters  relating  to 
Council  operations,  policies  and  guidelines; 
participates  In  conferences  and  meetings 
with  Coimdl  members.  State  and  Federal 
agencies,  public  and  private  organizations 
and  associations;  explains  and  defends  pro¬ 
grams  of  the  Council;  frequently  represents 
the  Executive  Director  with  authority  to 
make  commitments.  Directs  and  coordinates 
the  work  of  the  staff  in  developing  manage¬ 
ment  plans  and  compiling  data. 

h.  Supervisory  Responsibility. — Serves  as 
staff  dficer  In  charge  of  all  staff  personnel 
in  the  absence  of  the  Executive  Director. 
Serves  as  immediate  supervisor  to  the  As¬ 
sistant  Technical  Support  l^clallst  and 
through  him/her  the  Office  Manager.  Di¬ 
rectly  supervises  one  or  more  clerical  per¬ 
sonnel. 

1.  Technical  Monitoring. — Monitors  con¬ 
tractual  agreements  for  the  development  of 
technical  data  and  documents  by  contractors, 
subcontractors,  task  force  groups  and  the 
progress  of  federal  technical  support  groups 
in  the  development  of  such  data  and  docu¬ 
ments. 


ASSIBTAIfT  TKHNICAL  SUPPORT  SPECIALIST 

Assists  the  Technical  Support  l^clallst 
In  preparation,  review  and  coordination  of 
fisheries  management  plan  development. 
Complies  and  analyzes  socio-economic  and 
other  technical  data.  Coordinates  and  re¬ 
views  manuscript  preparation.  Meets  with 
Scientific  and  Statistical  Committee  and  Ad¬ 
visory  Panels  at  direction  of  Technical  Sup¬ 
port  Specialist.  Monitors  work  and  progress 
of  contractors,  subcontractors,  task  groups 
and  National  Marine  Fisheries  Service  tech¬ 
nical  support  groups  In  preparation  of  fish¬ 
eries  management  plans. 

Duties 

1.  Assists  and  advises  Technical  Support 
Specialist  and  Executive  Director  on  fishery 
management  plan  development. 

2.  Physically  complies  and  analyzes  socio¬ 
economic  and  other  technical  data  for  man¬ 
agement  plans  according  to  directions  of  the 
Technical  Support  Specialist. 

3.  Confers  with  consultants.  Advisory 
Panels,  Sclentlflo  and  Statistical  Committee 
members,  state,  university  and  federal  sci¬ 
entists  on  socio-economic  and  other  aspects 
of  plan  development  and  summarizes  their 
Input  for  Inclusion  In  the  plans. 

4.  Supports  all  aspects  of  plan  develop¬ 
ment.  analysis,  review  and  mcmltorlng  as 
directed. 

6.  General;  Assists  and  advises  the  Tech- 
leal  Support  l^ieclallst  and  the  Executive 
Director  on  socio-economic  and  technical 
matters  relating  to  management  plan  devel¬ 
opment  and  monitoring.  Serves  as  chief  of¬ 
ficer  In  charge  of  technical  supp<»t  In 
absence  of  Technical  Support  Specialist.  Par¬ 
ticipates  In  meetings  and  conferences  with 
Council  members.  State  and  Federal  agen¬ 
cies,  University  groups,  the  public  and  fish¬ 
eries  associations  at  the  direction  of  the 
Technical  Support  ^>eclallst. 

Supervisory  Responsibility. — Serves  as  staff 
officer  In  charge  of  all  staff  personnel  In  the 
absence  of  the  Executive  Directs,  Techni¬ 
cal  Support  Specialist  and  the  Administra¬ 
tive  Officer. 

AOMINISTRATTVE  ASSISTANT  TO  EXECUTIVE 
DIRECTOR 

Serves  as  secretary  to  the  Executive  Direc¬ 
tor  and  office  assistant  to  the  Administrative 
Officer.  Ensures  that  clerical  wm’k  and  secre¬ 
tarial  staff  are  organized  to  be  responsive 
and  provide  efficient  use  of  staff.  Directs  daily 
routines  of  clerical  personnel  and  super¬ 
vises  purchase  of  office  materials  and  sup¬ 
plies.  Attends  Council  and  committee  meet¬ 
ings  (when  required)  and  prepares  and 
transmits  all  pertinent  documents  to  Coun¬ 
cil. 

Duties 

1.  Performs  accounting  and  bookkeeping 
duties  as  required  and  prepares  pertinent 
accounting  reports. 

2.  Receives  supervisor’s  telephone  and  per¬ 
sonal  callers  and  screens  those  which  In  his/ 
her  Judgment  can  be  handled  by  the  super¬ 
visor’s  subordinates  or  other  offices  and  tact¬ 
fully  refers  them  as  aj^ropriate.  Personally 
takes  care  of  many  matters  and  questions 
Including  answering  substantive  questions 
not  requiring  research  or  technical  knowl¬ 
edge. 

3.  Keeps  supervisor’s  calendar  and  makes 
necessary  arrangements  for  conferences  (In¬ 
cluding  all  travel  arrangements).  Assembles 
background  material  for  supervisor.  Attends 
the  meetings  and  prepares  reports  of  the 
proceedings. 

4.  Receives  and  reads  Incoming  corre¬ 
spondence,  reports,  Instouctlons,  etc.  Screens 
out  those  Items  which  can  be  handled  per¬ 
sonally,  forwarding  the  rest  to  supervisor  or 
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subordinates  together  with  necessary  back¬ 
ground  material. 

5.  Prepares  replies  personally  for  inquiries 
such  as  requests  for  instruotloo  oonoeming 
the  correet  prooedure  In  lUlng  lob  applica¬ 
tions  or  securing  consideration  of  special 
cases  when  these  are  inaU«e  over  which 
supervisor  has  control  and  when  these  are 
matters  not  involving  controversial  ques¬ 
tions.  drafts  replies  to  general  inquiries  not 
requiring  a  technical  knowledge  of  the  pro¬ 
gram  or  programs  under  his/her  supervisor's 
controL 

6.  Itovlews  outgoing  correspondence  which 
Is  being  submitted  to  supervisor  for  signa¬ 
ture  or  clearance  for  format,  typographical 
accuracy,  conformance  wlUi  procedural  in¬ 
structions,  to  determine  that  all  necessary 
backgroimd  material  Is  attached  to  the  file, 
etc. 

7.  Maintains  records  of  Incoming  and  out¬ 
going  correspondence  and  action  documents 
and  follows  up  on  work  In  process. 

8.  Assembles  and  summarises  Infm'mation 
from  ftlas  and  dociunents  In  the  oSIce  or  other 
available  sourecs  for  use  of  supwrvlsor  on  the 
basis  of  general  Instructions  as  to  the  nature 
of  the  Information  wanted  and  Its  purpose. 
Obtains  documents,  flies  and  background  In¬ 
formation  for  supervisor  on  the  basis  of  gen¬ 
eral  instructions  as  to  the  nature  of  the  sub¬ 
ject  matter. 

9.  Procures  suppUes,  equipment,  repair  and 
maintenance  sorvlces  and  the  like  through 
agency  channels. 

10.  Other  duties  as  assigned. 

Supervisory  JtespoiuiMlffy. — Coordinates 

and  directs  (fln^cal  personnel  under  the  su¬ 
pervision  of  the  Administrative  Officer  and 
other  executive  oflices. 


SBcawrAET 

Serves  as  Secretary  to  the  Administrative 
offices  of  Council  staff.  Relieves  supervisor  of 
routine  administrative  and  miscellaneous 
clerical  work.  Based  upon  a  good  working 
knowledge  of  the  m'ganleatlon,  programs  and 
services,  resolves  problems  associated  with 
the  administrative  and  clerical  work  of  the 
office. 

Duties 

1.  Receives  supervisor’s  calls  and  greets 
visitors  and  directs  to  supervisor's  attention 
only  those  contacts  needing  his  attention  or 
action.  Takes  care  of  routine  matters,  and  on 
the  basts  of  knowledge  of  the  programs  and 
operations,  refers  other  inquires  to  appropri¬ 
ate  personnel.  Personally  responds  to  routine 
and  non-technlcal  requests  for  information 
such  as  status  reports,  suspense  data  for 
matters  requiring  compliance,  travel  order 
requests  and  similar  Information. 

2.  Maintains  supervisor's  calendar  and 
schedules  appointments. 

3.  Composes  correspondence  on  adminis¬ 
trative  and  clerical  functions  for  the  staff 
and  routine  ccHrespondence  on  other  subjects 
as  requested  by  the  supervisor.  Reads  out¬ 
going  correspondence  for  procadtural  and 
grammatical  accuracy.  Maintains  suspense 
records  on  all  correspcmdence  and  action  doc¬ 
uments  and  follows  up  to  ensure  timely  reply 
or  action. 

4.  Takes  and  transcribes  dictation  of  cor¬ 
respondence.  reports  and  telephone  conversa¬ 
tions  Involving  both  technical  and  special¬ 
ized  terminology. 

5.  Prepares  In  flnal  form  all  types  of  docu¬ 
mentation  and  forms  incident  to  the  staff 
and  office  management. 


6.  Beads  directives  and  Instructional  ma¬ 
terial  pertaining  to  administrative  practices 
and  clercal  procedures  in  order  to  be  aware 
of  new,  revised  or  amended  procedures  for 
such  matters  as  preparation  and  processing 
of  travel  orders,  forms,  flUng.  mall  proce¬ 
dures,  aeourlty  forms  and  procedures,  etc. 
Provides  guidance  and  assistance  on  applica¬ 
ble  procedures,  Instructions  and  regulation  to 
other  clerical  personnel  assigned  to  the  staff. 

7.  Other  duties  as  assigned. 

CLERK-TYPIST 

1.  Serves  as  office  receptionist;  greats  visi¬ 
tors;  answers  telephone;  transfers  calls  and 
takes  messages. 

2.  Receives  and  reviews  mall  (except  classi¬ 
fied  mall);  distributes  mall  to  appropriate 
party;  handles  outgoing  mail  for  office. 

3.  Transcribes,  from  tapes,  reports,  corre¬ 
spondence,  other  as  assigned  Involving  both 
technical  and  specialized  terminology.  Types 
intermediate  drafts  when  requested.  Uses 
reference  sources  such  as  dictionaries,  cor¬ 
respondence  manuals,  travel  handbooks,  etc. 

4.  Prepares  travel  orders,  special  travel 
orders,  blanket  travel  orders  for  Council  and 
staff.  Assists  In  travel  arrangements  and 
accommodations.  Assists  In  the  preparation 
of  travel  vouchers;  types  all  travel  vouchers 
and  xeroxes  all  pertinent  data  for  recmds. 

5.  Maintains  mailing  lists:  addresses, 
phone  numbers  and  social  security  numbers 
(If  required). 

fl.  Assembles  and  prepares  time  and  at¬ 
tendance  cards;  maintains  general  files. 

7.  Other  duties  as  assigned. 
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